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ABSTRACT 1 

^Thla curriculum guide, updated 'from the Iowa" 1*97 3 
version, is geared tp vocational and teebfiical agriculture 
instructors, to meet their needs in planning and conducting * 
instructional programs far x their students,. Students completing 
instruction in agricultural supplies and services should have (1) * 
explored the field of agricultural supplies and services occupations 
and„made tentative career choices; ^nd (2) developed attitudes, 
competencies, and job skills needed for successful job entry ox. 
employment in these fields. The^ guide is organized into seven units, 
covering the following subjects: opportunities in agricultural v 
supplies and services, 'human relations, sales, business records and 
procedures*, organization and operation of agricultural businesses-?" 
product knowledge of agricultural supplies, and laws and regulations 
affecting agricultural businesses. <Xhe units are organized around a 
problea-solving approach to lesson planning.. Each unit is divided • 
into a series of problems, and each problem area features study 
guestions^ reference materials r interest approach, learning 
activities, conclusion, evaluation criteria; and optional learning 
activities; Keys/^ixtformation sheets, and transparency masters are 
included for use in Conducting the learnin-g-vactdvities suggested. A 
list of occupational titles and tips on evaruating progress in* the 
course also are included in the publication. /(KC) 
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V V. FOREWORD , ' 

• 



This "publication is a revision of the Jowa .Agricultural Supplies .• 
. and Services Curriculum Guide developed in 1973, for use by voca- v 

tionat and technical > agriculture, instructors in planning and con- 
ducting instructional programs to meet. th* needs of their students. 
The revision' involved three major points: 1, The subject matter , 
content was updated wh$re appropriate to reflect trends and changes 
in, agricultural supplies and services. 2'. The organization of the 
guide* was revised to be compatible' with the curriculum materials 
being developed under the auspices of Project 2000. 3. Instructional 
materials were developed to complement the guide. \ 

These materials should serve as a source* of ideas^apd teaching 
materials for instructors at the, secondary and postrsecondary 
' levels to 'use in organizing courses, tailored to the needs of 

students at their respective .institutions . The units and problem 
areas'may be ■ expanded ar* contracted <o accommodate programs with 
^nine-week, semester, Of ye'ar-long* courses, or incorporated into 

existing courses/ Although much of -the-material *is designed for^ 
% Hise at the secondary or post-secondary levels, .many of the materials 
^n&y be introduced at 'the awareness or exploratory levels of career 
education. * , \ 

v The materials ace organized' around a problem-solving approa«*i to 
^ yfesson planniag. The subject matter in each unit is introduced as 
a series of 'problems which a student would whnt to investigate 
while 'preparing for entry' in an agricultural* supplies and services 
occupation. Study questions, learning activities and evaluation 
criteria have been suggested for each problem area. Instructional 
materials have been developed and included in the gui<}£ for many 
of the problem areas. , 

* Titles of occupations >equir'ing competencies in agricultural supplies « 
and services have b'een inc;iudfedr — Tt~±s assumed *hat only partial 4 % 
attainment q£ some" competencies can be achieved at. the secondary 
level. The competencies may not be fully mastered until the student , 
has completed additional preparation at the posf-sQcoiufery^, young! 

or adult class, or collegiate levels. It is' assumed that "hands 
. on" and occupational experience will be provided Vith class and 
laboratory instruction at all levels., ^ * 

Evaluation of the -"instruction in agricultural supplies and services 
should be based largely upon attainment and- application of compe- 
tencies as students participate in occupational experience programs. 

Allocations of units and of instructional time in courses at the 
» secondary level" hre presented in the curriculum guide titled, 
Agribusiness and Natural -Resource Education . Also presented are 
-suggested activities involving agricultural supplies and services ; 
for' teachers at the kindergarten through sixth grade level, and 
suggested outlines of- subject matter to be included in exploratory 
programs at the junior high school level. 

\ David L. Williams, Professor , Gerald F. Barton, Consultant 

* Department of Agricultural Education Career Education Division 

Iowa State University State Dept. of Pifblic Instruct! 
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' lt " OCCUPATIONAL TITLES 

.AGRICULTURAL SUPPLIES AND SERVICES 

• ♦ * 

Instructional programs based upon content in this guide will pre- 
pare individual^ for job e>itxy, will upgrade occupational skills., 
'or will prepare t?hc learner for further occupational preparation. 
Agricultural supplies and services include feed, fertilizer , chemicals, 
seeds,, animal health products, petroleum and related products, 
hardware, lumber, farm machinery and other equipment, agricultural 
finance services, farm management consulting services, farm data 
processing ^services, integrated pest management consulting services, 
and animal' health services. Below %s a partial listing of occupational 
titles in agricultural supplies and services. J . 

Farm Supply Center Manager 
Farm Supply Production Manager 
Farm Supply Sales Manager t 
/ Farm Supply Service Manager >< 

Farm Supply Office Manager 

Farm Supply Company Research and ^Development Director 
„ • Farm Supply Center Bookkeeper 
farm Supply Salesperson 
Farm Supply Service Representative 
Farm Supply Equipment Operator 
Farm Supply Warehouse Person , 
Farm Supply Center Delivery Person 
Farm Supply Center Sales Clerk 
Farm Supply Center Stock Clerk 
Feed Mill Employee 

Petroleum and Related Products Route Salesperson 
Agricultural Chemical Fie^ld Representative 
y Farm Supply Center Worker 

Parts Person 

Grain Elevator Worker \ 
<5rain Grader ^ 
Grain Inspector 

Feed Specialist ^ 
Seed Technician 
i Animal Health 1 Supply Salesperson 

Veterinarian's Assistant ' 
Integrated Pest Management Consultant 
Integrated Pest Management Scout 
Pest Exterminator 
* Weed Inspector 

Grain Hauling Cpntractpr i 
Grain Hauler ' 
Custom Pesticide Applicator 
Agricultural Loan officer 
Farm Management Consultant 
Public Relations Specialist 

Computer Programmer for Agricultural Applications 
Computer Salesperson for Agricultural Applications 
Farm Supply Order Clerk 
Route Salesperson 
Pet Center Sales clerk 
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AGRICULTURAL SUPPLIES AND SERyiCES 



GENERAL OBJECTIVES^ 

Students C9mpleting instruction in agricultural supplies and 
services will have: > 

1. Explored the field of agricultural' supplies and services 
occupations and made tentative career choices. ' 

2. Developed those attitudes, competencies, and job skills 
needed for successful job entry or Employment in an agri- 

ural supplies and services occupation. 



ORGANIZATION OF MATERIALS 



UNIT TITLE 



UNIT CODE 



COLOR CODE 



OPPORTUNITIES IN AGRICULTURAL SUPPLIES' 



AND SERVICES 


OP 


GREEft 


HUMAN RELATIONS 


Vfc* HR * 


GOLDENROD 


SALES 


SA 


BLUE 


BUSINESS RECORDS AND PROCEDORES 


BP 


SALMON 


ORGANIZATION AND OPERATION OF AGRI- 






CULTURAL BUSINESSES 
PRODUCT KNOWLEDGE OF AGRICULTURAL 


OB 


- CHERRY 






supplies" * \ 


PK 


.CANARY 


LAWS AND REGULATIONS AFFECTING AGRI- 






CULTURAL BUSINESSES 


LR 


PINK 



The units are organized around, a problem-solving approach to 
lesson planning. Each unit is divided into a series of problems. 
Eax:h problem area features 'study questions, reference materials-, 
interest approach, learning activities, conclusion, evaluation 
criteria, and optional learning activities. Learning activities 
(ACT), keys, information sheets (INFO) and transparency masters 
(TM) are included for use in conducting the learning activities 
suggested. These materials are labeled with the unit code/ problem 
number, type of material (ACT, INFO, or TM) , and sequence number 
within the problem area. The units are color coded as indicated 
above for easier. reference. All of the instructional materials," 
however, are printed on white paper for cl^ar rdproduction. Some 
problem areas and units are more complete* than others. ThJLs^is 
not intended to be a reflection of importance, but only a result 
of 'time limitations in developing the revised guide. ^ 

It should be noted that , these materials are not intended to replace 
an individual instructor's' daily Ifesson plans. These materials 
are intended to supplement instruction and aid in planning. 



Learning activities outlined in each problem area are only suggestions 
and should be regarded as such. Revisions of these activities by 
instructors are expected to accommodate the individual needs and 
differences of the students. Study questions, references and evaluation 
criteria may be added ot^ deleted in adapting these materials to stu- 
dent needs. 
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s EVALUATION 

/ • 

1. Pre-tests should be- given to determine the student 's competence 
* level at time of entry in as many of the courses as possible. 

.This would permit the exceptional student (especially at the 
. post-secondary level)*to test out of the, course and identify 
Jthe student with a low test score who may need individual 
instruction. There would be £ome exceptions. For example, 
all students should make an oral sales presentation. 

2. A score ^heet may be used to evaluate oral anj^skaittqn presenta- 
tibn. The instructor uses the checklist in ^F^fc^iPS now 
adequate^ the student presented the" nature of .theSTtoqrk, 
jobs available, advancement opportunities, wortcingVcontlitions , 
average salary and fringe benefits .concerning the job of his 
choice in the Opportunities in Agricultural Supplies and 
Services Unit. These score sheets would be used in appropriate 
foirms for other competencies such as sales presentations, 
informative speeches, and reports on human relations activities. 

3.. Students may be eva^ated on class participation, interest, 
. attendance, and participation. 

4. Displays and bulletin board arrangements may be constructed 
by students and -be evaluated. 

„ 5. Students may be given a pass-fail typje of test on much of the 
Human Relations Unit. Example: They would meet standards 
established by the instructor or do further study and repeat 
the test. 

6. Much emphasis in evaluation should be placed on the actual 
skills and jobs, performed by the students. Criteria could 

\ include speed, accuracy, neatness, creativity, and approved 
♦ practices followed wh^n arranging a product display, designing 

a newspaper ad, or writing a business letter. They could be 4 
ratetf on speed and accuracy and, in some cases, neatness when 
operating adding machines, cash registers, and moisture testers; 
making Out sales tickets; pricing merchandise; and filling out 
a*pdrchase^ order* ^ « , 

J t • • 

7. The teacher and employer should evaluate students on their * ' \ 

performance during on-the-job trainingt 

8. Written tests would-be used to evaluate students 1 performance 

in some of the subject matter areas. • ^ 

9* A team of communfuy people should be invited to the school to 
1 * evaluate the students and the program. The Iowa Standards 

for Quality Vocational Programs in Agricultural Education could 
be used in the evaluation process. 

10. The final criterion in 'evaluation should be^ the job sruCfeess of 
the student graduate. This may be 'done through follow-up 
surveys— eJ^the graduates ,and their employers. / 
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UNIT: OPPORTUNITIES IN AGRICULTURAL SUPPLIES 
AND SERVICES (OP) 



Problem' Areas Included: 



I 



OP-I. What are the opportunities in the feed and grain industry? 

OP-I I. What are the opportunities in chemical, fertilizer and, seed 
sales and service? 

OP-III. What are 'the opportunities in the animal health industry? 

OP-IV. What are the opportunities in farm equipment, hardware, 
lumber, petroleum and TBA sales and services? 

' - ' \ 

References used in £his unit: 

1. Atherton and Murphrey.' 1969. Essential Aspects of Career Planning 
and Development. Interstate Printers and Publishers, Danville, 
Illinois. * 

2. Hoover, Norman K. 1969. Handbook of Agricultural Occupations. 
Interstate Printers and Publishers, Danville, Illinois. 

3/ McClay, David R. 1978. Identifying and validating essential 

competencies needed for entry and advancement in major agriculture 
and agribusiness occupations. U.S. Government Printing Office, 
Washington, D.C. A 

4. Stone, Archie A. Careers in Agribusiness and Industry. 
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UNIT: OPPORTUNITIES IN AGRICULTURAL SUPPLIES* AND SERVICES * t 
PROBLEM I -'What -are the opportunities in the feed and grain -industry? 

Study 'Questj^ons : ' — ' ' 

1. What are-*the main occupations in the feed and. ^grain industry,? 

20 What type of education and skills are needed to enter the 
1 v_feed and grain industry? 

» * . » 

3. What are the advancement oppbrtunities, working conditions/ 
salary and fringe benefits of main occupation^ in, the feed 
and grain industry. # j 

b: 



Re ferences :' - 

K Careers 'in Agribusiness and' Industry , Archie \. Stdne, 
\ Chapter 7 'and 8. ~ • . ' > 

2. Handbook of Agricultural Occupations ,- Norman K. Hoover, 
QhaptervLQ. 

3. ^ McClay, David R., 1978. . Identifying and validating essential 
{ competencies needed for entry. and advancement, in major agri-< 

culture and agribusiness occupations. U.S. Government Printing 
Office, Washington, D.C. 4 * 

Instructiona l Materials: 

r 

1. 0P-I-INF0-1, Field Trip Procedure 

2. 0P-1-TM-2, What Qualifications do I need for an ^Occupation 
in the Feed and Grain Industry? 

3. 0P-I-INF0-3, Grain Processors and Manufacturers 

» 

I-nt^rest Approach : A field trip planned by the Students; Let 'the 
p — ^ ^ f 

students use INFO-1 £o plan a -field trip to a business where . 
# they can observe and ask questions of people tha| work in the 
feed and grain industry. 
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OP- 1 
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Evaluate and summarize the educational experience after 
^he trip by directing .the following activities: 

1. Discuss questions raised by the students prior to and 
during^the trip, 

2. Review literature accumulated during the field trip, 

3. Draw conclusions concerning career opportunities at the 
business.' * ■ * 

f 4. Identify ways that students- may- acquire additional informa- 
t tion on selected occupaVions. 

i t 

Learning Activit ies: 

1. Split the class x into tvfo groups and have one group make a 
list of skil^fed labor occupations in the feed and grain 

9 industry* The other. group should make a list of unskilled 
occupations in the feed and grain industry. . 

2. Discuss the advantages and disadvantages of the skilled 
labor and the unskilled occupations in .small groups. 
Then have a' spokesperson from each group present the % pros 
and cons • to the class. 

3. ^Discuss what qualifications and abilities are needed for 

an occupation in the >fe^t- and grain industry using TM-2. ' 

4. ^ Using INFO-3 discuss theJthree main <y visions of grain 

processors and manufactBWfc: f ood'processors -(millers) 2 
animal feed manuf acturersT^Hftid manufacturers who make. 
- — ■ industrial materials fronf grain. ^ 

Conclusion : Identify the characteristics of different opportunities 
in the feed and^grain industry. (Have each student develop a 
plan that will help them in attaining their occupational goal.) 

Evaluation : As a result of this lesson, students should* be abl<* to: 

1. Identify the different skills needed to work in the feed 
and grain industry*- 

/ - *■ ' 

2. Recognize the advantages and disadvantages of different 
occupations . . 

3. Identify the three main divisions of the gfrain processors 
and manufacturers. 

Optional Learning Activities^ ' * ' * 

1. Students list the^feed and grain businesses handling feed- 
and grain in the community.. \^ 



OP- 1 4' INFO-1 . 

FIELD TRIP PROCEDURE 

The purpose of tjiis activity is to let the students develop 

i , * 

an* appreciation and understanding of a business firm and its 
employees- by securing information at its source. 

1) Select an^ agricultural business firm for the field trip, 
using -the following selection criteria: the business offers 
d variety of feed and grain servic^jrT*" the business employs 
several people with different job titles, and the manage- 
ment is available, capable, and cooperative. 

2) Arrangements should be made with the school administration 
and with authorities of the place to be visited. 

3) Prepare Questions to be asked during the' field trip. 
Student questions may include the following : 

1 a) What* are th£ duties of employees with certain job, titled? 

b) What are the qualifications for entry into various jobs 
in the firm? t^* 

c) What are the emploj^nt^p^ortunities in the firm for 
employees with certain job titles? 

d) Wtiat^serv'ices are offered by 'the firm? 

4) Students should take notes ancf ask questions at appropriate 



times during the fi^ld trip 
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WHAT QUALIFICATIONS. DO . I f^ED VoR AN 
OCCUPATION IN THE- FPT5 ANJ]^ GRAIN* INDUSTRY? 



d 
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GRAIN" PROCESSORS AND MANUFACTURERS 



FOOD: 



Food from grain comes from the flour milling and baking 
industries ^ Wheat is the principal grain used and the 
products reach us as flour, flour- mixes, cereals, bread, 
^and other bakery products. Corn, oats, barley, soybean^, 
and rye are also converted into food products and beverages 



) 



FEED: • Processing feed grains into accurately mixed formula feeds 
for .livestock and poultry is another essential agricultural 
industry. Many professing plants are small enterprises 
serving local areas - another career possibility for those 
who want an occupation near home. Other plants are large,* 
serving national and international markets. Feed manufac- 
turing is a growing business, keeping pace with our increa- 
sing' national consumption of meat , <poul try , and dairy 
products. % 

# 



CNDUSTRIAL MATERIALS: Industrial materials and industrial uses 
> of grain are very important and are increasing in njomber. 
This would be a challenging field, since much research is 
under way to discover new uses for graipu. Some of the 
industrial* products of grain are papetfsilzing, adhesives, 
building Materials, explosives, antioridants , polymers, ^ 
plasticizers , and packaging film. ] 
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UNIT: OPPORTUNITIES IN AGRICULTURAL SUPPLIES AND SERVICES 

PROBLEM' II - What are the opportunities in chemical, fertilizer and 
• seed *sales and service? 

Study Questions : ' ■ 

1. What is the importance of the chemical, fertilizer and seed 
industry to the farmer? s 

2. ' What are the opportunities in chemical, fertilizer and seed 

sales and serviced' 

3. ■ , 9 
» *» v 

A . 

4 

5. 



References : 

1. Careers in Agribusiness and Industry , Archie A, Stone, 
^pp 200-207. - , . « 

% 2. Handbook of Agricultural Occupations , Norman K. Hoover, 

pp 137-141. . \ . . N 

Instructional Materials: 



1. OP-II-ACT-1, What are the Occupations' in Chemical, 
* Fertilizer and Seed Sales and Service? 

2. OP-II-ACT-1, Key ^ 



3. OP-II-ACTXL, Occupational Requirements- 

•• • ( 

Interest Approach : The students should interview a farmer to 

determine the~dollar costs per acre of chemicals, fertilizers 
and Seed used and the expected cost five years hence. ' ^ 

L^rning Activities : Is * 

1. Have each student visit and talk to a person who is 
involved in the field of chemical, fertilizer and seed 
sales and service. Each student should make a presentation 
in front of the class about the interview. 

2. Complete ACT-1. While going through the handout, describe 
the different occupations and give examples. 

3. Discuss the importance of 'the chemical ,» fertilizer , and 
seed industry to the farmer. On the blackboard, figure 
out the effects on yields of not using chemicals, fertilizers 
and hybrid seed. Is it possible for a farmer to make a 

> profit without chemicals, fertilizers, and hybrid seed? 



17 
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4, Have »the students determine the different kinds of jobs 
that arp- performed by employees in the chemical, fertiliser 
and seed sale^ and service business, 

l * 

Cone lusion : There are many opportunities in chemical, fertilizer 
atid seed sales an,d service, (Have the students cofitact a 
I f aia aef and determine the merits and the relative importance 
of these ind^!^trie6 to the farmer and the world,) 

Evaluation : As a result of this lesson, students should'be able to: 

1, Discuss. the occupations available in the industry, 

2, Students wfll be able to rank industry jobs into the group- 
ings of unskilled, skilled or technical, sales, service 
and managerial or foreman, 

^ 3, Explain the nature of work, education required, jobs 

available, advancement opportunities, working conditions, 
average salary, and fringe' benefits in* the chemical, 
fertilizer and seed .sales and service industry, > 

* 

Optional Learning Actitivies : 

1, The students should survey one or two employers to determine 
physical and mental job requirements in unskilled, skilled 
or technical sales, service and managerial or supervisory 
positions, ACT-2 should b\ filled out, 

2, Students that are interested in current positions should 
write to: Agricultural Placement Office N ^ 

/ i College of Igric ulture ... 

* 118A Curtiss Hall 

>U — ^Iowa State University 
. ^ Ames, IA 500*1 ^ 

This might give the 'students some information about current 
positions and the businesses they might work for. 
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WHAT* ARE THE OCCUPATIONS IN CHEMICAL, 
FERTILIZER, AND SEED SALES AND SERVICE? 

se.edcompanyforemanbe.usqlobfn" 
g 1 e u b ri^ zxcvruip 1 an t.mari agerr s 
bar smddel iveryperso.nn^o'eoobn 
x b n m i— 4 ncwpqer N ghj cvnetrqtpt*bx 
mopqetubnonvewtyu'icopnae'da'vw 
nrn e q u iverveu ip ewe q^"3~ir~e t e' c a c p 

aaqneuivpewgpqcngisxipqepinc 
r tp ecme te smwdnetcmel ickea'aln 
soil. teg t e*r- i s e e d in & p e c t r x pew 
bries. cets irt'e soenrp sloxsetpwq 
xyeocicetyisse'ssatgeheelman'm 
e t m c l t s r e e 1 e v a tfi> r e m p 1 o y-e e e e n w 
eenwieek.stoecneo.rewroyddvndou 
n c^w r i d'y'd'wo ic s z e n t i s o c n a a*t,i c v 

khecusuvnessilcitheesantfc r^-m 
^pne erb-bne s-al esmana^ger s aoo'iva 
rtimwodd'heeinfes. emaneneslrrtni 
e cn et^s'e ed t ec hn i * c iane rt'ys e snv 
uis saeewruenrcticia n*r e s a m e w c 
qaperwsewu-scewocrescet^tlapmc 
s *enwce > rf ieldp er sonrxl-ewoen'pqx 
5 v n e tpmqn el dc oewuce tc oc e > s« m k 1 p 
se ( o coCotec^Jte seseed sale smaniu 
efttdctk'sseedtech'niciaftamvbi 
^xsnSiiwopewgc t"T,t nameneinmvew 
uus easeedcompanyexecut ivesne 
cus W; wloc*o»vewucutucwxcetocinei 



ID 



OP-II 



10 ACT-1 
_ KEY 

'What -are the occupations in chemical, 
fertilizer, and seed sales and service? 



M^e^e dco.mpanyfor e m a n) b eusqlobfn 





cotectes e (se e d* s a 1 e s 



e f t/t/ci c t k s(s_e_e d t e 'c^h n r c i a n. 



x x/s/n niwope'wsctitnamenei 
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m 
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s e af s eedcompanyexecut 
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uswlocovewucu t u pwxcetocinei 
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' OCCUPATIONAL .REQUIREMENTS. 



1) The job title' is 



2) What»group is the job iA: unskilled, skilled or technical,' sal 
service, managerial or ^supervisor, (circle one) 

3) List the physical requirements for the occupation'.'- 

a) # 



c) 



d) 



•J 



e) 



-/ 



U) List the mental requirements* for tffe occupation. 



a) 



b) 



7 



K C) 4 



d) 



. e) 



( 
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UNIT; OPPORTUNITIES IN AGRICULTURAL SUPPLIES AND 'sMVfCES 
PROBLEM III - What are the opportunities In the animal' health industry 

Study Questions : ^ • < ^ 

1, What are the opportunities in the animal- health indii^try? 

2. What are the factors involved in successful employment iji 
the animal health industry? ^ a , * 

0 

• 3 -' . • 

5. 



References: 



1. Handbook of Agricultural Occupations , Norman K. Hoover, ^* 
pp 107-157. , ' 

2. Essentials Aspects of Career Planning and Development / 
Atherton and Murphrey, pp 17-44. , 4 

Instructional Materials : 0 , v t 



1. OP-III-TM-1, Keys .to Successful Employment 
<L/ OP-III-ACT-2, Two Careers of Interest u 
3. 0P-III-INF0-3 

Interest Approach : Split the class into three groups". Have each 
group construct a chart or photo-essay showing, the product, 
what disease or condition it is used foi^ haw it is used 
and the cost of the tirdhict. (Thes6 charts Could.be used 
for other units in animal health.) • * 



\ 

Learning Activities : 

1* List theanimal health products .that are sold for ewine, 
cattle and sheep. * 



0P-1U 
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2. Ask a student who works part-time in the animal health 
industry to discuss what he thinks are the most important 
factors involved in successful employment. If this is 
not possible, ask an animal health industry employer. 
TM-1 might be used as a conclusion. 

3. Using the handout have each student report on thp 1 
nature of work, education required, -number of jobs ' * f 
available, advancement opportunities ' y working conditions, 
average salary and fringe benefits of two of the jobs in 
which the student is most interested. 

4. Have each student bring in a label from an anfmalihealth 
product. Talk about the products and discuss the importance 
of knowing about the product if you were working within 

the industry. 

Conclusion : There are many opportunities in the wholesale, retail 
and service aspects of the animal health industry. 

Evaluation : As a result of this lesson, students should be able to: 

1. Describe the opportunities available in the animal health 
industry in The commun^y. 

2. List the factors involved in a successful career. 

3. I4st the opportunities available in the wholesale^ retail 
and seryice aspects of the animal health industry. 

Optional Learning Activities : 

1. On the blackboard list the Opportunities available in 

wholesale, retail and service aspects* of the animal health 
industry. 

^2. Have the students read INFO-3.- .This is just one example 
of a career in the animal health industry. This handout 
might help the students in planning a career. 

■ • '.» 
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TM-1 



KEn_IO_SUCCESSFUL EMPLOYMENT 



V 
\ 

l 

L 
\ 



« ( 

1) Product kn'owl^edge 

2 ) Be p tijac t ual 

3) ^3e dependable 

k) Be a good 1-is'tener 

5) Be honest 

6) Be* neat 
7 ) B%* c o op e r a t.i v e 



r 
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Job Title 

Nature Of 
Work 



Education 
Required 

Number of 
Jobs Available 
Each Year 



Advancement 
Opportunities 




Working 
Conditions 



Average 
Salary 



Fringe, 
Benefits 



OP - n f • ' 16 ' INFO-3- 

* VETERINARIAN'S AID 

6 

'DESCRIPTION AND NATURE OF WORK - A veterinarian's aid works with 
a registered veterinarian. An ai^ helps with testing programs, inspec- 
tions of livestock and premises, and routine visits to tarihs. He/She 
may assist in the operation of a sm^l l animal hospital . 

An assists a veterinarian in inspecting auction b^fns, ifteat 
processing plants, and. slaughter houses* ; trolds and handles Aima]^ 
during injections, treatments, and operations; o±eans k/nnels, sinks, 
tables, and instruments. As an aid acquires experience ne/she may 
have Office duties, such as answering the phone, making appointments, 
and keeping records. 



> * 



' ' WQRKING CONDITIONS - The duties of a veterinarian's aid are performed 

under a variety of conditions. Most of the wor}n is indoors but some jobs 

are done outdoors, and travel is necessary in all kinds of weather. In 
♦ * 

general, the work is done in desirable surroundings, but some of 'it may 
have to be accomplished in unsanitary, dirty areas. 'An aid is exposed 
to the odors and A sights -ass&clatedVith the t care of sick animals. ^The 
work .is steady throughout the year, but the hours may be irregular 
because a veterinarian is on call at all timet. * 

EDUCATIONAL AND PERSONAL QUALIFICATIONS - You wiiy.find a high 
■school education necessary in this kind of work with emphasis on science, 
^^^hysiology, and health. 

Specific knowledge of farm 'animals learned in vocational agriculture 
1 also will be a great asset. In addition to school work; you should t \ 
have a livestock farm background or farm work experience. -This type of f 



OB-III 17 ' INFO-3 

of experience is necessary, if you' are to assit An "the treatment of 
sick animals intelMlge'ntly . Skills in handling and restraining 
large animals often are required of a veterinarian's aid. Specific 
skills of this kind may be acquired While. $n the job, but beginners 
with experience have a°distinct advantage. 

A A veterinarian's aid must Uke working with animals and must be 
able to work easily with other persons. ^Good health and physical 
strength are assets, but some physical handicaps' will not interfere 
with your progress in this type of work. If your work deals with 
regul-atory programs, you must be able to explain, them in a tactful 
way, and have the ability to stand firm in the face of opposition. 

HOW TO ENTER .AND ADVANCE - A young man or woman with a good high 
. school education and some farm experience or previous background of 
work wi^tf^lives'tock can enter this occupation. The opportunities for 
advancement are largely by way of 'being given more responsibility 
as his knowledge pf 'the work increases. Veterinarian's aids, with 
some experience, often have quite responsible and well-paying posi- 
tions at kennels, stables, race tracks , a *and small animal hospitals. 
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UNIT: OPPORTUNITIES IN AGRICULTURAL SUPPLIES AND SERVICES 






PROBLEM IV - What are the opportunities in farm equipment, hardware, 
lumber, petroleum and TBA sales and service? 

Study Questions: A 

1. What are the opportunities in farjn equipment, hardware, 
lumber, petroleum and TBA (tires, batteries and accessories)? 

2. What responsibilities raigh.t an employee at a farm supply 
business have? 






3. What are the four basic typed of ownership and what are the 
advantages and' disadvantages of having a career in each 
type of business? . *f 






a. ^ r 












/ 

References: 




t 


1. Handbook of Agricultural Occupations, Norman K. ftoover, 
pp 107-157. 




• •• 


2. Careers in Agribusiness and Industry* Archie A. Stone, 
pp 195-212. * 

7 


• 


N 


Instructional Materials: ' • 

1. OP-IV-TM-1, Computing Weekly Gross Income 

2. 0P-IV-INF0-2 

3. OP-IV-TM-3, Responsibilities pf a Farm Supply Store's 
* Sales Clerk 


f 


• 


4. OP-IV-TM-4, Opportunities y^iTAgricultural Supplies and o 
Services / , 

5. - 0P-IV-Il, T F0-5, Job ttTtlp in Agricultural Supplies ami 

Services. 

Interest Approach: Have each student prepare a written job description 
of the work they are now'doing in a part-time job or a job they 
previously had. Have another student critique each student's report 




• 


and ask questions about that job. 
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Learning Activities : 

1. Have the students compute the weekly gross and overtime 
pay from problems given by the instructor. This might 

s be one of the responsibilities of a small businessperson. 
This also would be helpful to double check your own pay 
check. TM-1 should be used, 

2. Discuss the four basic types of business ownership and the 
differences of each type. Discuss some of the advantages 
and disadvantages of working for these different types of 

-businesses, INFO-2 should be used* 

( 

3. Discuss, those jobs jwaij.able in lumber yards, hardware, 
farm equipment, petroleum, tip&& 9 batteries and accessories 
businesses in the school districp service area. Some 
examples of these sales and service jobs are route sales-, 
person, petroleum specialist, farm service center manager, 
salesperson, lumber yard foreman, public relations 
specialist, product fieldperson, plant maintenance person, 
implement parts perspn, and equipment company representative. 
Discuss some of the responsibilities of these occupations. 
Responsibilities of a farm supply store's sales clerk are 
given in TM-3. 

A/ Construct a chart that shows the -jobs available, the training 
* and experiences that are required for job entry, salary, 

fringe benefits and the physical requirements for jobs 
. that are available in this industry. , 

Conclusion : Have the students conclude this unit by defining 
Agricultural Supplies and Services and its opportunities. 
Use TM-A, and INFO- 5. 

Evaluation : As a result of this lesson, students should be able -to: 

1. Identify different responsibilities an employee -might have 
in these industries. t> ' \\ 

2* Identify the four basic types of business ownership and- 
their differences. 

3.. Describe the opportunities, in the farm equipment, hardware, 
lumber, "petroleum and TBA sales and service industry in~ 
the community.^ 

r •» 

A. Compute the overtime pay and the gross income Jcrom a given 
problem. 

% ^ 
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OP- IV 




■TM-1 



"AT* 



comipu?i-n<s wgiKi¥ in com i 

Number of hours worked equals fifty-two 
hours. Rate o f ■ p a y e q ua 1 s' $ 5 . 2 5'. 

if " ■ 

c 

Step 1: Base weekly pay equals -kO 
hours times rate of pay. 
HO' hour's ;X $5.25 = $210.00 

t * 

Step 2: Overtime pay equals number -of 

9 

oveMime : hours times 1.5 times 
thitrateof-pay.'* 
12 hours ?X $5.25 X 'l . 5 = $9^50 
Step 3: Weekly gross income equals . 

the base "pay plus the overtime 

* 4 

pay.. 1 

$210.00 + $9H.50 = $30H.50 
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Type 




Controlled 
By 



Disposition 
of Earnings 



Taxed t in the" 
Business 



j Individual 
Proprietorship 



/ 



Partnership 



All to Owner 





Taxed to 

Recipients 



Nothing 



All earnings 
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By agreement <m 
among partners 



Partners 



All to partners 



All earnings 



Cooperative Type 
Corporation 



o 
i 

M 
< 



By people needing 
goods and services 

Members - One vo6e 

r 

each 



j General Business 
? Type Corporation 

j By investors 



: Owners of majority 



Pay ^jiterest or div- 
idenljp'on shares; return 
patronage refunds to 
partrons & retain re- 
serves. Non-stock Coops 
don't have shares 



All earnings 



Interest or dividends 
and patronage refunds 
where they constitute, 
indome 



stock - one vote foi 
each "share 

to 

Pay dividends to 
stockholders and 
retain reserves in 
in the business 



All earnings 



Dividends 



to 



9 0 
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RESPONSIBILITIES' OF 
A FARM SUPPLY STORE'S 
^SALES CLERK 

.V ... 




1) Assembling supplies for customers to buy 

2) Providing information on" proper use of- 
supplies sold. 

3) Advertising available ^supplies 
H ) Selling supplies 
5) Packaging- supplies for customers 
6°) Keeping records on inventory 

l_ 7) Sorting, grading or p'r i c i n.g supplies not 

* , i 

V * 

t 

t ^-p re piously classified by the manufacturer 
or whol'e'saler ■ 

8) Transporting supplies to other businesses' 
v and/or customers-^' 

9) Loading and^un loading supplies 
10) Providing miscellaneous services, such as 
^ basic bookkeeping practices 
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OPPORTUNITIES- IN AGRLCULTURA 
SUPPLIES AND SERVICES/??' 




\ 



3-1 



OP-IV 24 

TAKE A LOOK AT SOME OF THE OPPORTUNITIES 
AGRICULTURAL SUPPLIES AND SERVICES!' 



INFO-5 3 



IN 




MACHINERY AND EQUIPMENT 



FEED j 



Feed £rain Buyer 

Feed Qrindet 

Feed Mill 
Superintendent 

4. Feed Equipment 
Operator 

5. Feed Processing 
Supervisor 

6. Feed Salesperson 

7. Feed Sales 
Manager 

8. Feed Warehouse 
Person 



9. 
10. 



1. Calibrator 

2 m Equipment Salesperson 

3. Farm Equipment 
» Dealer . 

4. Machinery Erector 

5 % Machinery Sale^f 
Manager 

6. Machinery Service- 
Manager 

7. Machinery Supply, 
, - Mechanic 

8. Parts Person 

9. Sales* Engineer 
10. 
11. 




GRAIN 




1. Grain Elevator 
"^Worker 

2. Graip Elevator 
^Manager/* 

3. * Grain Grader 

4. Grain Inspector 

°5. Grain Hauling 
* o Contractor 

6. Grain Hauler 

7 



8. 

9, 
10, 



Grain Stora 
tonstructio 

Grain Stora 
Salesperson 
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TAKE A LOOK AT SOMK OF THE OPPORTUNITIES IN 
AGRICULTURAL SUPPLIES AND SERVICES! • 



INfO^f 



{ ANIMAL HEALTH 



" 1 



1. Animal Health 
Supply Salesperson 

2. Veterinarian's 
Assistants. 

3. Pet Center 
Sales Clerk 

4. Animal Health 
Supply Manager 

5. Animal Health 
Researcher 

6. 
7. 




ft 



1 



PETROLEUM [ 



1. Petroleum Engineer 

2. Petroleum Inspector 

3. Petroleum Routeperson 

4. Petroleum Sales 
* Manager 




SEED 



1. Germination Worker 

2. Seed Analyst 

3. Seed Cleaner 

4. Seed Production 

5. Seed Sales ' 
Manager 

6. Seed Salesperson 

7. " 



8. 
9. 

10. 
11. 



Petroleum Salesperson 

Petroleum Service 
Manager 

Petroleum Service 
Mechanic 

Petroleum Specialist 

Petroleum 
WarehousepersSn 



8. 

9. 
1(3. 



*Seed Supply 
Manager" 

Seed Warehouse 
Person. 



■w %. 
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INFO- 5 





TAKE A LOOK. AT SOME OF THE OPPORTUNITIES IN 
AGRICULRJJIAL SUPPLIES AND SERVICES! 



^ERTILIZER ~| 

l: Batch .Weigher 

2. Fertilizer Applicator 
Operator 

3. Fertilizer Field 
Representative 

A. Fertilizer Mixer 

5. Fertilizer Plant 
Manager 

6. Fertilizer Sales 
^ Manager- 

7. Fertilizer • 
Salesperson — - 

8. Fertilizer Service 
Manager 

9. Soil Sampler and " * 
Tester 

10. Fertilizer 

Warehouseperson 

11. 





12, 




AGRICULTURAL 
CHEMICALS 



I. 
2. 
3. 

4. 
5. 
6. 
7. 
8. 

9- 
10. 



Chemical Applicator 

Chemical Mixer 

Chemical Supply 
Warehouse Person 

Crop Sprayer 

Aircraft Helper 

Exterminator 

Chemical Salesperson 

Chemical Supply 
Manager 



9 
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UNIT: HUM\N RELATIONS (HR) 
problem Areas Included: 

HR-I. Why are human relations an important component of 
supplies and services? 



agricultural 



HR-I I. How can you know yourself? 

HR-II I • How can you set clear goals and make good decision^? 
How do I improve job relations with others? 
How can I better use my' communications skills? 
What -is leadership? 



HR-I\£. 
HR-V., 

HR-vr. 

HR-V I I 



In what ways do I inf luencC^ecfcle? 



HR-VIII. What should I know about social skills^§nd proper mannWs? 



References used in this unit: 

1. Human Relations , Ashbacher, IAVIM, 1973, 

2. The Applied Biological and Agribusiness Interest Inventory , Interstate 
Printers and Publishers, Inc. , Jackson at Van Buren, Danville, 

^Illinois-61832. 

3. "Getting Along With Other -Workers" , Succeeding on Your First Job , 
Ohio Stated 1977. 



4. "Human Relations 
and Service , Ohio 

$i Materials from Bel 
620 9th Street, De 



Agricultural Business", Agricultural Business Supply 
lltural Education Curriculum Materials, 1976. 




ems y j Northwest em Bell Telephone Library, 
Iowa 50309, (800/532-1100). 



6. .Official FFA Manual. 

FA Contest Rales Handbook. 



7. FFA 



\ 



\ 
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{'HIT: HUMAN RELATIONS * 
PROBLEM *I - Why are human relations an important component of 
d Agricultural Supplies ai\d Services? 

Study Questions : , 

1. What are human relations skills? y 

2. How do human relations *af feet you on the job? 

3. What human relations traits are necjsssary for successful 
employment? 

4. How can I present my human relat-ions-ski3,ls to prospective 
employers? , 

References : 
* — — * 



1. "Importance of Human Relations", Human Relations^ IVAIM, 

Instructional Materials : 

1. Find-a-word Worksheet (ACT-1) ' ' 

* ♦ 

Interest Approach : Use the Find-a-word "Desirable Human -Relations . 
Traits" (ACT-1) to get students acquainted with some of these 
traits they should possess. These traits are desirable for "good 
luman relations. They should strive to develop these traits. 

Learning Activities : 

*1. Have the class list, on the board, reasons why human relations 
are important. Discuss the importance of each of these. 
Include in the discussion: human- relations related to the 
FFA, employment ,. and everyday living. _ 

2. Define humeri i-r;£latidfcs for the class. (Emphasize the' 
following concepts: getting along with others, 
de&irable personality traits, employer-employee, 
real tionships , expressing yourself, etc.) 

3. Interview local agribusinesspersons and determine which human 
relations traits they consider important for job success. 
Have the class develop a List of key^ questions to ask the 

, agribusinessmen^ during the interview. Make cop>ies~for the 
students to taKe to the interview. 

./* 

4r*Discuss the results df the interviews with the class. Prepare 
a "handout that summarizes the interview results. 

t 1 • ^ 

5. Discuss hpw-'ttr^deu^lop thefee traits. List activities, on the 

board, that by participating in them, human relations trafts 

would be developed.'" ; 

v . * J ■ ! 



/ 



f 
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Conclusion : Divide the class into groups of 3r4«an4 have them # 
brainstoi^^rays to present th£se human relations traits to 
. prospective employers. Summarize this problem area using 
these ideas from the groups. Retate these ideas to the . 
^ discuss^ln throughout^the problem area. 

o 

Evaluation: As a result of bis lesson, students should be able 
to<- 




V 



1. Define human relations. 

2. List desirable human relations H5faits that are v necessary 
for successful employment. ^ 

3. List ways that* they can develop the.se -traits, * 

4. Explain how to present these traits to. prospective 
£mployejs. ^ . 

Optional Learning Activities : \ 

1. Using the teacher as an example, have the class list the 
> desirable and undesirable human relations traits which 
* would contribute to job success or failure, 

/ 2. Have 1 stiiderrfrs ,give examples of employees being fired 
because'Of a lack, of th^se traits, * 



v 



3* Have students bring in newspaper clippings that give 
examples of employment problems caused by* a lack of 
human relations traits. , 

y < 



/ 
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DESIRABLE HUMAN RELATIONS- TRACTS 



Circle the desirable personality traits that you find.' 
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ACT-1 



WORDS TO USE *L 



The following are a list of traits that you shouW possess for^ 
good human relations in Agricultural Supplies an^f Services, 



HONEST 


EFFICIENT 


CAREFUL 


* LOYAL 


DEPENDABLE 


PATIENT 


COOPERATIVE 


ENERGETIC 


ACCURATE 


. KIND 


CONSCIENTIOUS 


AGREEABLE 


RESPONSIBLE * 


APPRECIATIVE 


MATURE 


TACTFUL 


ALERT 


REALISTIC 


CONFIDENCE * 


TOLERANT 


ENTHUSIASTIC 





\ 
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0ESTRA3LE HUM \N RELATIONS TRAITS 



Circle the desirable personality traits that you fi?nd, 



H PNNI 
E <fc N E R G E 




R E L 

E A C 

X A W E 

Y W A D 

Z 0 P R 

p r^Ta 

Q R S H 

R R S A 



WORDS TO USE 



V 



The following are a list of traits that you should possess for 
good human relations in Agricultural Supplies and Services. 



HONEST 

CAREFUL 

DEPENDABLE 

COOPERATIVE 

ACCURATE 

CONSCIENTIOUS 

RESPONSIBLE 

MATURE 

ALERT . 

CONFIDENCE 

ENTHUSIASTIC 



EFFICIENT 
LOYAL 

•PATIENT ' \ 
ENERGETIC 
•KIND 
AGREEABLE 
APPRECIATIVE 
TACTFUL 
REALISTIC 
TOLERANT 



) 
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UNIT: HUMAN RELATIONS 
PROBLEM II - How can you know yourself? 

Study Questions : 

1. What are your .desirable and undesirable personality traits? 
* 2. How can I better understand myself? 

3. Why is*good self-confidence important? 

4. How can I develop my self-confidence? 

5. How can keeping abreast of'new technological advancements 
help my self-confidence? 

6. Why is constructive crititism important? 

f 

References : 

!• The Applied Biological and Agribusiness Interest Inventory , 
The Interstate Printers and Publishers, Inc., Jackson at 
Van Buren. Danville, IL 61832^ 

*^d^<:> 2 * npersonalit y"» Human Relations , Ashbacher, IAVIM. 

"Know Yourself", Human Relations , Ashbacher, IAVIM., 

/ * *'.4> "Self-confidence", Human Relations , Ashbacher, IAVIM. 

Interest Approach : Administer The Applied Biological and Agribusiness 
. Interest Inventory . Ask the high school guidance counselor 3 
■a to help score the inventory. 

ayning Activities : 



Use the list of human relations (or personality) traits 
7 fr om (ACT— 1 ) in problem area one • 

Have the students 'list those traits they now possess. 

Ha^e them list those traits that they do, not possess now. 

Which list is longer? 

Discuss ways to acquire these traits. 

HaVe the high school guidance counselor present the results 
of The Applied Biological and Agribusiness Interest 
Inventory , Discuss these results with the class. 

T . ; 
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\ 

s ^ 

3. Have students relate^ssituations in athletics where an 
increase or lack of sellXconf idence would have won or lost 
the game. List, on the boa*4, what could have been done 
to change the outcome, whether^inning or losing. 

4. Discuss how keeping abreast of new technological advance- 
ments will help improve self-conf idence on- the job (e.g., 
product knowledge). 

5. List sources of information for new technological advance- 
ments. . — " 

Conclusion : Discuss how construqtive criticism can be beneficial 
towards improving one*s self-confidence. Also, discuss how 
constructive criticism can help you acquire desirable human 
realtions traits. 

Evaluation ; As a result of this lesson, students should be able to 

1. List their desirable and undesirable personality traits. 

2. List ways to better understand themselves. 

3. Describe ways to develop ' self-conf idence, tell why it is 
important, and give guidelines to follow. 

4. Give examples of how keeping abreast of new technological 
advancements can improve your self-confidence. 

5. List ways to use constructive criticism. 

Optional Learning Activities : 

1. Have students discuss each other* s personality traits. 

2. Have students write out the things orvalues they possess. 

3. Have students describe individuals they, know that lack 
self-confidence. 

4. Use the personality inventory on pages 6 and 7 of Human 
Relations. 

~ * 

5. Discuss the Five Essential Job Success Personality Traits 
on pages 7 and 8 of Human Relations . 
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UNIT. dUMAN RELATIONS , 
PROBLEM III - How can you 4 set clear goals and make good decisions? 

Study Questions : 

1. How can L formulate short and long term goals? ~ * 

2. What are the chances of reaching these goals? 

3. How can I make decisions through problem solving? 

4. How can I make decisions by listing the advantages and dis- 
advantages of a decision and using the scientific method in 

• 4 decision making? 

5. How can T recognize those factors whicl? affect a decision 
after it has been made? 

Refe rences : 

1. "Setting Clear -Goals", Human Relations , Ashbacher, IAVIM. 

2. "Making Decisions,", Human Relatio^ , Ashbacher, IAVIM. 

Instructional Materials : f 

1. Tally Sheets - "Win as Much as You Can" 

2. Transparency Master - "Win as Much as You Can" 

Interest Approach : "Win as Much as ^ou Can" , 



Follow the directions included (ACT-1). ; " - 

(P*~ * Duplicate copies of the Tally Sheet . (ACT-1) . \ 

Prepare transparency (TM-2). 

Learning Activities : 

t » 

!• Have students write down two things they want t,o accomplish 
in the next month, the next year, and after graduating from 
high school. 

• <* 
2. Discuss with the students the possibility of reaching these 
goals. 



A 



9 

ERIC 



4o 



r 



HR-TIT c ,35 



. 3. Use small group discussion, 3-5 students per group, to 
decide if all goals should be easy to attain. 
Summarize the group, discussion with the entire class. 

If you use FFA Achievement Awards, this would be a good place 
to show examples of how these help bo make decisions and 
establish goals through the vocational agriculture program. 

> 

5. Have students consider a problem. (Example: Should they 
purchase j^iiew car.) Have them write down the advantages* 
and the disadvantages of this purchase. Then have them 
decide whether to* purchase the car. Students should justify 
their decision to the class. 

Conclusion : Have students write down 5 goals they hope to accomplish 
in the next year.^ Relate th&pe goals to those ttfey identified 
earlier. 

Evaluation : As a result of this lesson, students will be able to: 

1. Set goals that they want to reach in the next month, next 
year,* and after graduating from high school . 

2. "Discuss Jthe possibility of reaching these goals. 

3. Make decisions using problem solving. 

4. Makexdecisions after considering the advantages and the 
disadvantages: 

5. Redognize those 'factors that affect a decision after it 
hasVbeen made. 



Optional .Learning Activities : 



1. Discuss using management by objectives in order to *help 
make decisions. 

"1* 

2. Discuss managerial grids with the class. 
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ACT-1 



"Win as Much as You Can" 



How to Play: 

1. This student activity works best if the class is divided into two- 
groups as shown below with eight students, four pairs, in each 
group, (One group could be used if there are not enough students, 
or more groups could bd used if there are more students.) 



Pair ill 



Pair ill 

X X , 



Group !• 



\ 

Pair //3 Pair //l 



Pair i\2 
X X 



Group 2 



Pair //3 



, X X 
Pair #4 



X X 
Pair /M 



2. The teacher should explain that the group is going to play "Win as 
Much as You Can". ^ 

3. Divide £he class as explained in Step 1. They should then be 
instructed not to- communicate with the other players in any 
manrter — verbally or .nonverbally — except when they are told to do 
so by the teacher . 

4. "Win as Much as You Can" tally sheets shoufd be distributed, one 
to each pair. Explain that there will be eight rounds of choice, 
each pair will either choose "X" or "Y". 

5. The teacher is the timer and must control the flow of the garne*^ 
Encourage group interaction on Rounds 4, 6 and 8. 

6. Round 1 - Each team has two minutes to choose a letter. The pair 
should discuss between themselves the choice they will 0 make. Afte 
two minutes, the teacher should tell each pair to mark their choic 
on the Tally Sheet. Then check with the other pairs in your group 
and* mark your score on the Tally Sheet. 



7. Round 2 

8. Round 3- 

9. Round 4 

10. Round 5 

11. Round 6 

12. Round 7 

13. Round 8 



Same as* Round 1, except each pair only has one minute. 

Same as Round 2. K 

All four pairs discuss for three minutes. 

Same ^a-sHtound 2. 

Same as Round -4 . * > 

Same as Round 2. 
Same as Round 4. 



14. Pairs should total their score. Then on chalk board compute the 
total of the four pairs in each group. Compare the scores of 
each group. 

15. Group discussion: use "Points to be Made". 
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WIN AS MUCH AS YOU CAN TALLY SHEET . 



ACT-1 4 



Dire\tions: For 8 
choose^either an " v " 
dependent upon t 1 



successive round* you and your partner (s) will 
X" or a "Y." The "pay-off" for each round is 
pattern of choices mrde in your group. 



/ 

» H 


X' 


s : 


Lose $100 each 


3 


X' 


s : 


Win $100 each 




Y 




Lose $300 


) 


X' 


s : 


Win $200 each 


2 


Y' 


a : 


Lose $200 each 


1 


X 




Win $300 


3 


Y 1 


s : 


Lose $100 eath 


4 


Y' 


s: 


Wiri $100 each 



1 

>_: Yoyl 



Strategy : Yoyl are to confer with your -partner(s) on each round 
and ^mke a joint decision. Before rounds A, 6, and 8 you may 
confeiv with the other people in your group. 





STRATEGY 








ROUND 


TIME 
ALLOWED 


CONFER 
WITH 


CHOICE 


$W0N 


$L0ST 


$ BALANCE ' 




1 


2 mins . 


partner 








/ 




2 


1 min. 


par tnei 












3 . 


1 min. 


partner 














3 mins ; 
+1 min* 


group 
partner 










— ^ 1 

Bonus rou^nd: pay-off 
is multiplied by 3 


5 


1 min. 


partner 












6 


3 rains. 
+1 min. 


group 
parmer 


* 








Bonus round: pay-off 
is multiplied by 5 


7 


1 min . 


par t ntir 












.8 


3 mins. 
+1 min. 


group 
partner 










Bonus rdund: pay-off 
is multiplied by 10 
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TM- 2 



"WIN AS MUCH AS YOU CAN 59 



Points to be made 

1. Working together would have made more money. 

* 

2. Trusting each other equals more money; 

3. Ifywe played again - we could win more. 

4. By playing the game - we learned how to play it. 

5. Learned by doing! 





/ 
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UNIT: HUMAN RELATES 
PROBLEM IV: How do I improve job, relations* with, others? 

Study Questions : 

1. What personality qualities make a good employer?- 

2. What dg£s an employ^ expect from an employee? 

3. How can I build-good £o-WQrker relationships? 



„ r 



4. How can I g^Ln> coopera£ion froij others? ^ 

A 

5. What behavidrs dre expected of me while on the" iob? 

6. How do I work, with customers? 1 1 • ^ 

v " 

7. How can I recognize those situations %r{ which t should not 
> argue? - ^ 

References : 

\ I . ' 

1. 'getting Along With Other Workers" Succeeding on Jour 

I First Job , Ohio State, 1927. * ' - ' 

2. a "Human R^latiods in Agricultural -Business 11 Agricultural 

Rusiriess Supply *and- Service , Ohio Agricultural Education 
Curr\culuiTMaf'erials/ 1976* 



Inkt&ctional Materials : 

What " tor vk oxk th^ Job (TM-1^- * "J 
2 What nofc^za,' Do ^on j t;he Job (TM-2.) 
3 . Things /to 5 ' Do ^on * the Job - $VCT-3 




4. Working with Others* 

j » 

Interest* Approach : Have the students* lifcirthree qualities of their 
favorite/ teacher that they feel are good*, list three qualities 
that ari not .as. good. Relatgsjjftese to^q^aiifcies* that would 
af feed ,4mpl6yee-employer relationships^' °Discuss this with the 
class, 

i 



■ CO 
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Learner Activities : 

1. Have students develop a survey, in class, to use to survey 
local agribusiness managers to find what personality 
traits they look for when hiring new employees. Have the 
/•students survey local agribusiness managers. * 

* -2. Discuss the results of the survey with the class. 

3. Discuss the case stud^s of business human relations problems 
found in: M Getting Along with Other Workers", from Qhio 
State Curriculum Materials . This^booklet contains some 

s excellent N case studies. 

4. Haye students* brainstorm about those trait9 that are 
desirable for employees to possess. Former cooperative 
students could'cerve as a panel to discuss those traits 
they felt were important to them as they worked gn the job. 

5. Have a res our ce person (possible a^>group of 3-4 local 
agribusiness managers serve as a panel)* discuss some of the 
traits they feel that the student^ should possess. 

6. Interview employees and see what characteristics their 
supervisors and employers have that make them enjoyable 
to work for. (This could be used in conjunction with 
Learner Activity //4). J 

7. Discuss what should and what should not be done while on the 
job. Show transparencies What to Do on the Job (TM-1) and 
What not to Do on the Job (TM-2) . 

-• , * 

Conclusion : To conclude this problem area, discuss some of the 

same case studies discussed earlier. How have the suggestions 
of the students . changed? 

Evaluation : As a result of this lesson, students should be able to: 

1. List personal qualities that make an employer enjoyable 
to work for. ^ v 

2. List personal qualities employers expect from employees. 
'3. List ways to develop productive co-worker relationships. 

4. Suggest ways to gain cooperation from others. 

5. List behaviors that are expected of employees while on the 
job. 
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,6. List ways that you should treat customers. 

** > 

7. Describe a situation where arguing will cause problems. 
(Refer to case studies discussed.) 

Optional Learning Activities ; * • - 

* 1. Teacher could talk with local agribusiness managers while 
\ recording the conversation on tape. Then play this back 

to the class, and discuss it. 

j 2. Use a elassroom telephone, talk with local agribusiness- 
manager during class. 

^ '3. Things to Do on the Job (ACT-3) 

4. Working with Others (ACT-4) 
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TM-1 



What to do on the Job 



1. BE ON TIME TO WORK. ' J J 

- 2. SMILE. . z _ 

J. ASK QUESTIONS. • . . . 

4. DO WHAT YOU SAY YOU WILL. _ 

5. MAKE SUGGESTIONS. ' ' • 

6. TALK WI]>tMPLOYER ABOUT PROBLEMS, NOT SOMEONE ELSE. 

7. USE "HELLO"., "THANK YOU", "YES SIR", - NOT SLANG. 

8. KEEP YOUR' EYES AND EARS OPEN. 

9. BE CHEERFUL. , . 

IOt" talk in terms of others. 

11, be energetic. 

12. BE NEAT. ' 
13rSH0W AN INTEREST 
14. IF HURT, TELL EMPLOYER AT ONCE. 



ERIC 



SOURCE: HUMAN RELATIONS IN 'AGRICULTURAL BUSINESS , OHIO 
■ I ZZT 

AGRICULTURAL EDUCATION CURRICULUM MATERIALS , 

SERVICE, 1976. 




5^ 



V 



HR-IV J 



43 



TM-2 



What not Jo do on the Job 



1. 'SMOKE WHILE WAITING ON - CUSTOMERS. 

2. SMOKE IN WAREHOUSE. 

.EAT ON THUJOB. . > ** . 
-4. HANG AROUra THE CASH REGISTER. 

5. ARGUE - GUESS - GOSSIP - COMPLAIN; ' - 

6. SAY, "I DO NOT KNOW/' RATHER, "I WILL FIND OUT."' 

7. TALK ON PRICE ALONE. % 
's. TALK DOWN TO PEOPLE. 

9, BE AN EXPERT' v ' * 

10. MAKE PERSONAL PHONE CALLS - OR RECEIVE THEM. . 

11. HAVE A BUDDY COME BY FOR A VISIT, 

12. GIVE CREDIT - REFER TO EMPLOYER. 



SOURCE : HUMAN RELATIONS IN AGRICULTURAL BUSINESS , 
OHIO AGRICULTURAL EDUCATION CURRICULUM « 
MATERIALS SERVICE, 1976. 
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HR-IV AA . ACT-3 

THINGS'- TO DO ON THE JOB 

c 

Fill in the missing words: 
U ALways ho. on j 4 



2. Demonstrate a good ^ towards your work, 

for this is the most important factor in job success. 

3. Listen to 'all instructions and " them carefully. 

4. Ask whenever necessary if you do not 

understand directions. 

5. Be a good s since understanding directions 

is extremely important. 

6. -Give your employer a full day's ; __ and stay 

; busy on the job. ^ 

7. Be patient and ^_ with fellow workers. 

8. Practice personal ** ' and always be careful 

of body odor. 

O 

9. Do not overstay your lunch hour or « coffee " a% 



10/ Remember to take the ^ approach in all your 

business dealings. 

11. Leai^i the rules and p£ your company, for 

by so "doing you can avoid many pitfalls. 

12. Seldom others for you may be working with 

thetft for a long time. 

13. Tact and are the watchwords for good business 

practice. 

14n Watch your fellow employees 1 ■ of doing things 

and do not hesitate to ask them forMielp when 'needed. 

.When talking with another person or when receiving instructions 

i from your boss, look him in the eye. 

16. Accept the ^ for your own mistakes. 

17. Dress appropriately and present a(n) 

fi appearance to your co-workers. , 

Choose from the following words ■ to fill in the blanks above: 

courtesy time attractive follow method 

regulations attitude straight * cleanliness smile 

suggestions boss critical positive break 

understanding questions criticize challenge work * 

listener policies responsibility report 

Source: An Activity-Based Curriculum for Occupational Orientation , 
Jordan, #Mary B. ; Vocgeli, Joseph E,, Alton, IW 19J2,. 
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ACT-4 



, ' * Working wi^h others 

Complete the following statements by filling in the proper terms: 

L. Engaging in distracts oth^r workers may 

cause an accident, and could lead to dismissal. 

^ # can mean taking too much time a 

coffee break as well as using company postage to mail personal 
letters. 



ERLC 



3. A person $an display 



in the way he dresses 



as well as in the .way he does his job 
4. A person Jho tries to get out of work and does only what he 
has to displays § 



5. A 



can mean that a person may 



— " ».ticj.». cj. pciouu may 

never be promoted because he fails to make decisions for him- 
self and take advantage of situations as they develop. 

6. It is always wise to inform an employer when an employee can- 

can cause a 



not report to work. Too many 
person to lose his job. 



7. Excessive 



of a job or deductions in pay 



sometimes is rewarded by loss 



8. An 



employee makes life extremely 



difficult for his employer, his fcellow workers, and eventually 
himself. 



9. 



, is a characteristic most employers 

must find, unacceptable. Being able to rely on their employees 
must be a part of the employer-employee relationship. 



10. 



— : and lack of attention to detail 

and instructions can cause others to form a poor opinion of 
the employee. 



Choose from the following words: 

carelessness unexcused absences 

self-satisfaction lack of initiative 

horseplay tardiness 
irresponsibility uncooperative 



laziness 

dishonesty 

sloppiness 



Source : An_Activity -Bas ed Curriculum for Occupational Orientation . 
Jordan, Mary B. * Vocgeli, Joseph E. , Alton, IL, 1972. 
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KEY: Ihings to Do on the Job 

1. time 

2. attitude 

3. follow 
quest ions 

5/ listener 

6. work 

7 . unders tanding 

8. cleanliness 

9. break 

10. positive 

11. policies 

12. criticize * 

13. courtesy 

14. method 

15. straight 

16 . responsibility 

17 . attractive 



KEY: Working with Others 

1. horseplay 

2. {dishonesty 
3*. sloppiness 

4. laziness 

5. lack cM^nitiative 




6. unexpused absences 

7 . tardiness 

8 . uncoopera t ive 
9». dishonesty 

10* irresponsibility 
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UNIT: HUMAN RELATIONS 




PROBLEM V - How can I better use my communications skills? 

» 

Study Questions ; 

l\ How can I improve my communications skills? ^ 

2. How should I use the telephone? 

3. What, should, I do when talking on the telephone? 

4. How can I write proper job . instructions, messages, and 
business letters? 

5. How can I follow oral and written job instructions? 

6. How can I, give a good speech?* 

References : 

-1. "Human Relations in Agricultural Business," Agricultural 

business Supply and Service , Ohio Ag Ed Curriculum Materials 

Service, Ohio State University, 1976. 

2. Materials from Bell (Systems » 

3. Northwestern Bell Film Library, 620 9th St., Des Moines, 

IA 50309, (800) 532-1100. 
« 

Instructional Materials: 

1. When Your Telephone Rings ... (TM-1) 

2. When Your Telephone Rings ... (INF0-2) 

3. Six Signposts to Success (TM-3) 

4. Six Signposts to Success (iNFO-tf) 

5. Taking a Telephone Message (TM-5) 

Interest Approach : Have the students role play "Telephone Situation 
Problems". There are several of these on pages 33-36 of Human 
^Relations ,in Agricultural* Business . 

This will help the students see how people respond in 
business settings using the telephone. ( 
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* Discuss what they heard. Have the students offer suggestions 
that would have made the conversation more effective. 

Learnin g Activities: 

1. Have the students list, on the board, different types of 
communications used' in the business world today. (Telephone, 
letters, job instructions-written or oral, speeches, etc) 
Discuss each type x 

2. Discuss ways that these, communication skills (Calking on 
the telephone, writing letters, etc.) can be improved. 
Practice — the best method. 

3r Discuss proper telephone, use . (Several films are available 
from Bell Systems.) 

Using When Your Telephone Rings . . . (TM-1 & INFO-2) discuss 
these suggestions for effective telephone use. 
Using Six Signposts to Success (TM-3 & INFO-4) discuss with 
the class how to implement these. 

c4 . Using Taking a Telephone Message (TM-5) discuss with the 
' 1 > students why. each of these steps are important. 

Have the students practice taking messages as you give 
information as tho.ugh you were talking over the telephone, 

5. Discuss the importance of job instructions. 

Often, the employer will leave written job instructions 
for jobs that are to be completed while he or she is 
away. You will need to be able to follow the message. 
Discuss both oral and written job instructions. 

6. Writing letters for business purposes. 

The students probably will not be writing letters as entry 
level employees. Therefore J this might not be included. 

" Conclusion : Have the students prepare and give a 2-3 minute 

speech (or presentation) on one of the methods of business 
communications discussed in class. 

Evaluation : As a result of this lesson, students should be able to: 

1. List ways they can improve their communications skills. 

2. List ways to properly use the teJephone. 

3. List»-suggestions for improving efficiency of using the 
telephone . 
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4. Follow pral and written^job instructions. 

5. Wrdte'job ins true tidjis , messages and letters. 
6 ^Giv^a prepared speech. 

Optional Learning Activities : 

1. Write a letter" to. -a ixiend, relative,, or parent, praising 
* them for something they have done for you. 

2. Possibly.have a joint class with the speech class. Speech 
teacher can help evaluate speeches. 

3. A speech coul£ be used in conjunction with the FFA public 
and extemporaneous speaking contests. 

4. Possibly videotape a presentation, this would allow 
students v to see if "they have any distracting mannerisms. * 
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When Your Telephone Rings 



Answer Promptly 



Identify Yourself 



BeJ=ri€ndly 



Be Cqnsiderate 
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WHEN YOUR TELEPHONE RINGS ... 

Answer Promptly - Quick service,, helps build a reputation of 

efficiency for you and your company, so try 
to answer on*the first ring If possible. 

Identify Yourself' - It gets the conversation off to a good 

start and l\elps personalize the call. 

Be Friendly - Show that you're interested. Be a good listener 
so that the person will not have to repeat what 
he says. 

Be Considerate - Don_l_t_try to carry on two 'conversations at 
once. Callers shouldn't be made to feel 
they're competing with people in r your office 
£ foVyour attention. 



Soui^e :-n Telephone Personality", Bell Syst 



ems . * 



Six Signposts to Success 

* 

1. Be Alert 

2. Be Natural 

3. Be Expressive 

4. Be Distinct 



5. Be Pleasant 

6. Be Courteous 



HR-V S3 



INFO-4 



SIX SIGNPOSTS TO SUCCESS 



1. Be, Alert - A cheerful, wide-awake greeting, sets the tone of 

, any conversation and 'shows you are ready to help, 

< 

2. Be Natural - Use simple language. Avoid slang -and technical 

terms, ^ 

. • * 

* f - 

3. Be Expressive - Speak at a moderate rate and volume, but vary 

the tone 'of your voice to add vitality and" - 
emphasis to what you say, 

4. Be Distinct - Pronounce* your words cie&rsWand carefully, 

Always speak directly into telephone transmitter, 

5. Be Pleasant - Show that you are interested in being helpful. 

Personalize your conversation by using' the ^ 

* % \ 
person s name, , \ 

6. Be Courteous - Good telephone habits are nothing more than 

good manners, > 

Source: H Put a Smile in Your Voice", Bell Systems. 



Taking a Telephone Message 
Include: 

1. The caller's name 

- » 

2. 77?e caller's phone number 

3. 77?e caller's firm or department 

4. Date and time of the message 

5. 77?e message 



6. Your name 




J 
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UNIT: HUMAN RELATIONS 
— PROBLEM VI - What is leadership? 

Study Questions : 

1. Is leadership important for working on the job? 
, 2. Which leadership skills are important? 

3, Whfere can I develop these leadership skills? 

4. How can I better use my leadership skills in my worfc? 

* *■ 

References : . 

1. Official FFA Manual 

2. FFA Contest Rules Handbook 

Inst rue tionamaterials : ' * 

1." FFA Creed - Third Paragraph (TM-1) 

* • 

^ 2. Videotape unit 

Interest . Approach : Use the transparency of the FFA tf^ed — Third 
> Paragraph (TM-1). Have the students explain what this' means 
to them. 

Questions to ask: 

* * * 

1. Will this leadership from ourselves come from everyone, or-» 
just from 'a few people in agriculture? * * 

2. Is this leadership important on the job? 

3. What leadership skills can you use on the job? 



Learning Activities : - 

1. Discuss ways that leadership skills ■•help you on the job. ^ 
(Examples: being in charge of a work group, presenting 
your product to the customer, helping close a sale, £tc.) 

2. Have students list those leadership skills,, on the board, 
'that are important far job success'. Discuss how these 
leadership skills increase the probability for job success. 
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3. Discuss ways to develop these leadership skills^^d where 
they can be developed. (FFA activities and contests are 

^good ways to develop leadership skills.) 
Following the guidelines in the FFA Contest Rules Handbook, 
have the students develop either a Salesmanship Demonstra- 
tion or a Job Interview. 

4. Divide the students into groups of 3-4. Have theto produce 
a commercial using the videotape machine. Encourage them 
to include the leadership skills that have been discussed. 

Conclusion : Have the students* identify two people, (do not tell 

anyone else^fcho those people are) one who they consider to 

be an effective leader and one who is less effective. H&ve 

the students list traits of % each one that leads to*their 

degree of effectiveness. The students should be able to 

defend their reasons. \ * • 

% * * 

Evaluation : As a result of this lesson, students should be^ able to 

1. Explain why leadership is important for working on the job. 

2. List those leadership skills that are important. 

3. Explain where these leadership skills can be developed. 

4. List ways to use these leadership skills .on the job. 

» v. \ 

Optional Learning Activities ; 

1. Other FFA activities and contests such as: public speaking, 
conduct of meetings, leadership workshops, etc* 

2. Have students list leadership skills that are necessary 
for the Secretary of Agriculture. 

3. Have the students try to sell a product to the class. Have 
the class members list the leadership skills exhibited 
during the presentation. 
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» 

FFA CREED - THIRD PARAGRAPH 

i 

1 BELIEVE IN LEADERSHIP FROM OURSELVES AND 
RESPECT FROM OTHERS. I BELIEVE IN. MY OWN ABILITY 
TO WORK EFFICIENTLY A^D THINK CLEARLY, WITH SUCH 
KNOWLEDGE AND SKILL AS I CAN SECURE, AND IN THE 
ABILITY OF PROGRESSIVE AGRICULTURISTS TO SERVE 
OUR OWN AND THE PUBLIC INTEREST ^ PRODUCING 
AND MARKETING THE PRODUCT OF OUR TOIL. 
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UNIT: HUMAN RELATIONS 
PROBLEM VII - In what wa$s do I influence people? 

/ i 

Study Questions : 

1. What sales techniques are used to close a sale? 

2. In what ways do others influence me? 

3. flow can I gain cooperation from others? 

References : $ * 

1. "Influencing People' 1 , Human Relations , Ashbacher, IAVIM, 
Instructional Materials : 

1. How People_are Influenced (TM-1) * . 

Interest Approach : Before starting, show How People are Influenced, 
' ^ (TM-1) this'should help stimulate ideas, • 

Have the students discuss television commercials they /\ 
have seen. Have the students list key terms and phrases - 
' they have heard that mj^kt -inf luence'ttvem. Also list salesman- 
ship techniques that were used to help make a sale; ^ , 

"Discuss how this 'relates to an agribusiness and ask the 9 
following questions^ 

1. *Can you think of times when influence has been used ' 
negatively? ^ 

2. Cai!i influence have the*3ame connotation as tkking advantage 
^ /o£ someone? m y % <p 

3. What are some, examples of people being influenced to do 
{something that was wrong? 



Learning Activities: 



L.Have the students tell w'nat- cooperation means to them, 
(Emphasize these ideas: - helping others, sharing the' work 
load, working toward a common goal, pooling resources, 
etc.) ' 



1 



59 

HR-VII 



Conclusion : Have the students give examples of how influencing 
people and gaining cooperation from others would increase 
the efficiency of an agribusiness. 

Evaluation : As a result of this lesson, students should be able to: 

1. List sales techniques that are used to close, a sale. 

2. List ways that others influence you. 

3. Explain how to gain cooperation from others. 

Optional Learning A^tivit^es : 

1. Write a letter to a friend, parent or relative praising 
them for something they have done for you. 



0 
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TM-1 



HOW PEOPLE ARE INFLUENCED 



1. Selling 

2. Telling 

3. Asking 

f 

Can you think of others? 
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UNIT: - "HUMAN RELATIONS'" — — - 

PROBLEM VIII - What should I know about social skills and proper 
manners? 

Study Questions : 

1. Why are proper social skills important? 

2. How should I shake hands? 

3. How do I make introductions? 

4. What should I kno w about table manners? 
5* Why should >-b^ well groomed? 

References : 

1. "Handshakes", Human^Rglat ions , Ashbacher, IAVIM. 

Instructional Materials ; 

1. Introductions (TM-1) 

v 

Interest Approach : Have an exchange class with the Home Economics 
Department. % 

The Home Economics students should present a 10-minute 
* ' presentation on proper use of napkins, knives, forks, spoons, 
etc. 

A light lunch could then be served. 

The vocational agriculture students should then tell about 
the source 'of the food and about the amount of the actual store 
price that the farmer receives. 

Learning Activities : A 

1. Using groups of 3-4 students > brainstorm situations where 
proper social skills are important for employees while on 
the job. (Emphasize being polite to customers and salesmen, 
meeting and greeting' people, introducing people, company 
appreciation dinners, etc.) 

* 

2. Have the students shake hands with all of the other class 
members.' Discuss the different handshakes the sjtudents 

/ received. (Include: hard, firm, limp,' others. ) 
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3. Discuss the key steps for making introductions using. 
Introductions (TM-1). After discussing these steps,' have 
the students role play making introductions. Discuss 

\ when this skill will be used in the work setting. 

Conclusion : Have the students list reasons for developing proper 

social^skills. Discuss the students 1 lists. (Emphasise making 

a good impression, gaining the respect of others, represent- 

^ ing your company - not just yourself, others.) 

r 

Evaluation : As a result of this lesson, students should be able to: 

1. Tell why proper social skills are important. 

2. Shake hands properly. 

* 3. Make proper introductions. 

4. Tell why it is important to have good table, manners. w 
) 5. Explain why it is important- to ? be well groomed. 

Optional Learning Activities : j . 

1. Students write up situations on slips of paper indicating* 
examples of p'oor table ^manners. They then draw from these 
slips and role play how they would react or handle th-e 
situation. , ) 

4 ■ 

2. The advisor can set good examples for proper social skills 
and good table manners while' with a group of students at 
FFA conventions, on field trips, senior trips, etc. 
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INTRODUCTIONS 
KEV STEPS; ^ 

1 « 

m 

1. Generally, introduce the older 
person first 

r 

2. Be sincere. 

3. Be concis^- "John Smith, meet 
Jack Jones." 

4. If possible, give a brief item 
of interest to Help start 
conversation- 

5. Help avoid confusion. 
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UNIT: SALESMANSHIP (SA) 



/ Problem Areas Included: • * 

* * 

SA-I. 'What is the role of salesmanship in the American economy? 

SA-II. To be a successful salesperson, which attributes should *I 
possess? 

^ SA-III. As a salesperson, how would I identify new and keep existing 
customers? ' 

SA-IV, To be an effective salesperson, what knowledge of people 
should I possess? 
*** 9 • 

SA-V. As a salesperson of agricultural products, of what significance 
will the telephone be to me? (see HR-V, pp.~ 47 - 54) 

SA-VI. What store skills will I neepl to become an employee in an 
agricultural supply business? 

SA-VII.* What steps should I follow when planning a sales strategy? 
References used in this unit: 

1. The University of Illinois. 1971. Education For Agribusiness: A 
Guide to Secondary School Course Planning^and TeachingT\Departifient 
of Vocational and Technical, Education, Urbana, Illinois. 

2. Haas, Kenneth and Perry Enos. 1966. Sales and Horizons ,N^rentice- 
Hall, Inc., Englewood Cliffs, New Jersey. 

'owa State University, Salesmanship in Agricultural Occupations, 
epartment of Agricultural Education, Amft^ Iowa 50011, 

Land y Lakes Agriculture Service. Vision Agricultural Sales. Land 
0 LaJfes M Vol. 1, No. 3. ' J 

The University of ^rilona. Specialize Curriculum in*Agriculture Sales 
and Service for Arizona. Department of Agriculture Education, 
Tucson, Arizona. • , 

i 

The University of- Kentucky. Student Study Guide on Store Skills. 
Department of Vocational Education, Lexington, Kentucky. 1 
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UNIT: SALES 

'PROBLEM I - What is the irole of sales in the American economy? 



Study Questions : * 
1- Explain the role of selling in the American economy. 

«. • 

2. What contributions do salespersons make to business? * 

■ * 

3. How are goods and services transferred from one person to 

the next? * ^ 



References ; 



i. 

2. 
3. 



\ 
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Instructional-Materials : 



1. IVIAM Publication "Salesmanship"^ 
2/" Selling a Challenging Career (INFO- 
3. Salesmanship seven transparency masters (TM-2 through TM-7) 



Interest Approach : Have students name five items which they or 

their parents purchased from a salesperson the previous week. 
*Nexir» have the students try to name five^ items in their house- 
hold which weren't purchased from some type of salesperson. 
I 



Learning Activities : 

1. Discuss ,the relationship between the salesperson, consumer, and 
goods and services. Point out how the salesperson is the link 
between the consumer and agricultural goods and services 

-(use INFO-1, TM~W TM-1). 

2. Have students explain why the number of salespersons have been 
increasing as we make technological advances (use Reference* 

' • 1, Nothing Happens Until Something is Sold, B1-B7 and INFO-1) . 

3. Explain the role of salesmanship in a democratic society. 

4i Define the following types of sales positions (use TM-1— TM-6) , 
.Jfcetail ^wholesale, specialty and service X List the advantages 
and disadvantages of each. \ * 
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5. List ten opportunities in selling. 

6. .Give an example of an introvert and extrovert *(use R e f. 1, 
Nothing/ Happens until Something is Sold,, B8-B21). 

Conclusion ; Explain why our free enterprise market could rtbt 
function without/salespeople'. 

Evaluation Criteria : As a result of the instruction, the studentV 
should possess the following abilities: 

4 

1. Define sales. 

2. Identify and compare the four types of sales positions. 

3. Explain the role of sales in the American economy? 

4. Define and compare introverts - and extroverts^ 

Optional Learning Activities : * . 9 

1. Explain how democracy promotes the need for sales,, 

2. Students give examples of good and poor sales methods they 
have observed* 0 <* 9 

3. Estimate the percentage of all workers in the United States 
who owe their employment, at least in part, to contributions 
of salespersons. 

*4,r Compare famous salespersons with f amous^tatespersons and 
determine their contributions to the growth of the United 
States. 

5f Name products purchased during the past week from sources 
other than vending machines* 



t 

1 



1 

1 



77 



SA-I 



67 



INFO-1 



Selling a Challenging Career 



Selling, what is it? 



Salespersons are an important part of the American economy, In fact, 

4 * 

so far as making a profit is concerned, nothing happens until a sale 
is made.***^^ 

What is selling? One widely excepted definition is that 
"salesmanship ;Ls the ability to interpret product and service 
features in terms of benefits and advantages to the buyer to 
persuade and motivate him ot her to buy the right and quality of product 
or service/' In short, selling is persuasion applied to the 
sale of merchandise and services. 



The importance of selling 4 

Selling is among the most important occupations in the JJnited 
States in terras of the number employed and its economic importance. 

Selling takes place all around us (e.g., a job applicant is 
trying to sell his personal services, the instructor is selling his/her 
course, the television station is able to operate because of the 
sales it promotes)-. The salesperson is our hedge against^a 
depression. Salespeople are necessary to sell our surplus and 
keep the wheels of industry turning. 



f 
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TM-2 




Salespeople are classified 

* 

ma mine customers 




they supply and the 
services they offer. 



There are 'four basic 
types of salespeople. 



Retail 
Wholesale 
Specialty 
Service 





A 
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Characteristics of retail selling 

The buyer comes to the salesperson. 

Almost everything people consume is sold through retail stores. 
The retail salespeople are assured a weekly salary. 

t 

Retail outlets employ more salespeople than other 
• branches' of selling. 

• * 

Retail salespeople also hajve the highest rate of turnover. 




SA-I 



70 



TM-4 



Characteristics of wholesale setting 



Wholesale salespeople sell 

merchandise to wholesalers, dealers, 
purchasing agents, and store buyers. 

«r 

The salesperson goes to the customer. 

Salaries are usually supplemented 
by commissions. 



Wholesale salespeople sell several 

products or lines of products. 1 



FARM SUPPLY 




FEED & FERTILIZER 




There are about half as many 
, wholesale salespeople as 
there are salespeople 
. in the U.S. 



IMPLEMENT 
DEALERSHIP 
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Characteristics of service selling 

* Service salespeople sell services. ' 

Frequently service selling positions 
are just routine jobs, with the techniques 
of selling applied. 

Service salespeople are generally paid 
a salary.. 

It isjeasier to get a job in service selling 

f v 

than in specialty selling. . 




Service salespeople can be divided 

into three/basic categories. 



Personal Services 



Business services 



Repair services ' 
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Characteristics of specialty selling 



A specialty salesperson sails only one 
special product or line of products. 




0 



The salesperson must Seek out the customers and motivate 
them to buy. 



Specialty selling is the most difficult of the four types of selling. 



Salary is composed basically of commissions. 



SA-I 
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THE SALESPERSON: SPARK PLUG 

«• • • ■ ' 1 



o o 




OF THE AMERICAN ECONOMIC SYSTEM 
OF FREE ENTERPRISE 



\ 
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UNIT: SALES >K 
T PROBLEM II - To be successful at selling 

/ which attributes should I possess? 

Study Questions : * , * 

1. What are the effects of personal and moral traits on selling? 

2. What personal skills must a, salesperson possess? 

3. What is the most important part of any salesperson's career? 



J 



References and Materials : 
2. 



Instructional Materials: 



1. Salesmenship-JI transparency masters (TM-1, 2, and 5). 
w 2. Self-Analysis of Physical Characteristics (AC7-4) . 
3. My Sales Personality Balance Sheet. 




A* Show TM-1 and ask the class which salesperson would they 
f rather buy from? 

B. Have students observe people involved in sales in local 
agricultural businesses and attempt to identify character- 
istics which. are common to a successful salesperson. . 
» 

Learning Activities : 

1. Have students list sorn^e of the personal and mdral traits , 
they feel would be desirable and those they feel would be. 
undesirable. (Use TM-2 as a discussion starter, show 1 TM-5 
to summarize this activity.) * ? 

\ 

2. Have students complete "My Sales Personality Balance Sheet." 
This activity will allow a student to take a complete stock 

of himself or herself (ACT-3). Discuss how the twenty personali 
traits relate to being a good salesperson. 
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3. Have students complete '[Self-Analysis of Physical Character- 
istics/ 1 Explain how a [salesperson 1 s physical appearance 
affects their selling ability, (Use ACT-4 and TM-l^V 

Conclusion : • Explain the eff ectf of physical and moral characteris- 

9 

tics on selling. 

¥ 

Evaluation Criteria : As a result of the instruction, the student 
should possess the following abilities, 

1. List 10 physical traits that can affect your personality. 

f 

2. Why is a salesperson's personality important to his ©r^her 
career? * 



U^j>osijLif& personality traits of a successful sales- 



person. 



Optional Learning Activities : 

. 

1% Students role play desirable and 1 undesirable personality and 
appearance trait^and^ social graces. 

2. Have students name people* known by other students who are 
sincere. Students tell why they feel that these people are. 
sincere. - ' 



.1 / 



( 




would you prefer 
to/make a purchase from^ 



J 
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A Salesperson Should Be - 



ALERT 




CHEERFUL 

COOPERATIVE 

COURTEOUS 

DEPENDABLE 
ENTHUSIASTIC 

/ 

HONEST^ ' 
INDUSTRIOUS 
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ACT-3 



FOLLOW-UP AND EVALUATION 



Through evaluating the preparation needed in making the agricul- 
tural business sales approach*, it is important to tie together 
the student's personality and the 'traits he or she will need in selling, 

. - j/. . * 

1. An evaluation in the form, of M *fy Sa^es Personality Bal- 
ance Sheet 11 is a sound step ii\ the right direction.' In- 
cluded with the actual balance sheet method is a definition 
of terms sheet which will make it possible for the student 
to take a complete stock of himself, v 



w 



MY SALES PERSONALITY BALANCE SHEET 
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Assets — Qualities to be Developed , 

1. Alertness 

2. Cheerfulness . . . 

3. Cooperation; 

4. Courtesy t ..... . 

5. Dependability ......... 

6* Enthusiasm 

7. Honesty ^ *. . . . 

8. Industry 

9. Initiative ..*..: 

10. Interest in others 

11. Intelligence .• • • 

12. Loyalty ' . . . . 

^13. Memory ..„>.*...' 

14. Orderliness 

15. Patience \^ ..... . 

16. Personal appearance' ...... o 

47. Poile . . « • ./ 

* -18. Sense of humor 

19. Sincerity 

20. ' Tact and Diplpmsrcy . . - . . . 

* . r 



My Rating 



Asset Rating: 

10-Exceptional 
8- Superior 
6-Average 
4-or below — 
Inferior 



Total' 
Assets 



Sales Personality Balance Sheet, ^r. Olefin Hansen, Department of 
Business and Business Education,, Northtern Iowa University, Ce'dar 
Falls. * • ' 
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Liabilities — Tracts to be Guarded Against 

' My bating 
f. Annoying mannerisms 

2. Familiarity . .< . . 

3. Giving excuses . • .' 

4. Indifference 

5*. Procrastination ' . . . . 

6.^ Jealousy . . .* • 

1* Rudeness 

x 

8. Tendency to*argue 

9. Tendency to complain 

10. Lack of self control 

{ 

* . COMPUTATIONS. ..Total Assets 

(carried forward)... 

* Total Liabilities - 

(carried forward)... 

Net Balance 



ACT-3 



Liability Rating: 
0-Never 

^Occasionally 
6-^rrequently ' 
8-Habitually 
1 0-Always 



Total 

Liabilities 



er|c 



1. 

2. 

3. 

4. 
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6. 

7. 

8. 

9. 
10. 
11. 
12.. 
■13. 
14. 
15. 



DEFINITION OF TERMS FOR PERSONALITY BALANCE SHEET - fc 

- ASSETS - . 

Alertness — Being wide awake; keeping your, "eye ox^ thePball." 
Cheerfulness — HaX^ng a happy disposition.' * - 
Cooperation — Working with others willingly. * # 
Courtesy — Politeness.' m • 

Dep enVa l> i 1 i t y — Re iiable; trus twor thy . 
Enthusiasm — Showing a keen interest.' 
Honesty — Open and above board. 

Industry — Finding jobs ; to do without being. told. 
Initiative — Self-starting; working on your own. 
Interest in others—A liking for' people. 

Intelligence — -Ability to meet a new situation* comprehension. 
Loyalty — Faithfulness. - I 



Memory — AbiIity N fc& recall quickly, the power to remember. 
Orderliness — Keeping things "ship-sljape. " \ 
Patience — Keeping cool; "Don't race your motor."' 



GO 
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16. Personal Appearance — Well groomed. 
7. Poise — Ability to handle yourself correctly in a situation. 



18. Sense of humor—Being able to see the funny side of a situ- 
ation. • * 

19. Sincerity — Being genuine; being what you appear to "be. 

20. Tact and Diplomacy — Saying and doing 4 the right doin£. 

* • • 

- LIABILITIES - 

. 1. Annoying Mannerisms — Little things that annoy others. 

2. Familiarity — Overstepping social conventions. 

3. Giving Excuses — Passing the buck; ** 

4. Indifference — A lack of co'ncern and interest; 

5. Jealousy — Not willing to give the othey person credit for, 
a job well done. A 

6. Procrastination — I/efaying, holding out. - 

7. Rudeness — Impoliteness, hurting the other person's feelinesr- 

8. Tendency to Argue — Always* taking the opposite viewpoint. 

9. Tendency to Complain — Fault finding. 
10. Lack of self control — Losing your5*poise anjL-nwmners, 



2. ^xt, the student could evaluate his or her sale traits by fill 
\ ing out a check-list on different 'Customer - approaches 
(The manner of the approach shouid always be sincere.) 

Place an ,! X !I before the statements that you think arfc good. 

Pla<:e a "P" before those you think* are. poor . 

Place a "Q" before those you think are questionable. 

1. Are you looking for xspmething? > " 

2. Is Anyone helping you? t 
3» Qood Morning, Mrs. Jones, may I help you? 
4; Are you being taken ca£e of?* 

-5. May I styow you something? ^ 
.6. May I ^elp, you? 4 * *' » 

l\ 'Something for you? , * < 

8*- Anything in particular you want? 
9. Now, dearie/ what may I do' for you|^ 

10. Are you next, lady? v (A^-you next, master?} ( 



2 



Course of Study in Agricultural Occupations, Harold Binkley, 
Department of Agricultural - Education, University of Kentucky. 
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11. Do you wish attentioa? 

12, Something in the chemical line? 

_ 13. What do you want? 

14. One fifty? . 
~ J* 

_ 15. Yes, Ma T am or Yes, Sir? 

_ 16. Are you lo.oking or do wish to buy something? 

j* 17'. Can I tempt you with anything today? 

_ 18. Good morning? 

_ 19. This is »a dandy vali 



20. Is someone waiting on you? 



0 



3. Another method of evaluating is by discussing in class 
the five^ sales approach steps and how they g^ply to each 
situation. 




On 
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Name 
Date 



Rating 



ACT-4 



'self analysis of physical characteristics 1 



Frequently we offend others unknowingly. The list below was com- 
piled from the results of hundreds *of answers to the question, 
"What physical traits keep people from present±ng a good appear- 
ance and hence hurt their personalities?" Place a check mark 
before each thing that applies to you.' 



Dirty fingernails^ I 
Dirty hi^ 

Beard' 6 ^ ^ 
Yellow or unclean teeth 
Visible blackheads 
Pimples on face * 



Dirty neck s 
Dirty ears 
Greasy hair 
Dirty scalp 
Dandruff 
Hair too long 
Ragged fingernails 
Dirty shirt 
Soiled underclothes 
Baggy trousers 



Unshined shoes 

Dirty, dusty shoes 

Body odor 

Halitosis 

Too few baths 

Inappropriate cl6thes 

Stoop shoulders 

Awkward position 

Hair not combed 

Greasy skin 

Broken shoestring 

Buttons missing 

Clothes fitting w 
-poorly 

Dirty handkerchief 

Dirty collar and cuffs 

Run-over heels < 



t 



Number of checks 
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If you checked fewer than five checks, you ard neater and better 
groomed than the average college student * , 

If you checked between five 1 and ten items, you are below average 
in neatness and should do something about it. 

+• 

If you checked more than fifteen, you are* in pretty bad shape* 
DrasMc action is necessary. 

Look over the items that you checked. Each one is a^p.ersonality 
defect in the eyes of other persons-. Each defect can be eliminated. 

* 

1 Course of Study in Agricultural Occupations , University of Ken- 
tucky, Lexington, Kentucky. 
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Personal Honesty is the important characteristic 

« * 

of a successful salesperson. 




J 



People will depend on you to be, honest with them 

- A, 

/ . 

about your products arid their needs. 



A good salesperson never 



violates this trusty 



o , 
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•UNIT: SALES 

PROBLEM III - As a salesperson, how would I identify 

new customers and keep existing customers? „ 

. . x, 

-Study Questions : * * 

1. Why is it important that a salesperson remember customers 1 
names and fac6s? * 

2. What are some avenues that a salesperson may use to identify 
potential customers? 4 . 

\ 

3. How do$s a salesperson get repeat business? 

References and Materials : „ % 

l. 1 Sales (TM-1, 3, 4) 

2>. Names Mean Sales (INFO-2) 

/- / f . . v_ 

3. Gathering Information About the Customer (ACT-5, INFO-2) 



Interest Approach : 

Ask four strangers to "pay your class a, visit, preferably these 
vis*itor£ should be agricultural ^salespersons I Begin the class by introducing 
the four visitors to the class memtte^e, ^.ving their names and occup- 
ations.- Following the introductions, asfc tha class "members to -name > 
each visitor and give their occu^ati<^n. " 

Learning Activities : ^ 

•> . * * 

1. As a cqntinuation of the interest approach, show TM-1. 
Discyss why remembering* customers ,c names is important to 
*a salespersons success*, (Use INt02)'* Ask students to * 
* *. / nam&^sotoe methods which ^ill hePp them to remember peoplefs 9 

S » names. * s - . * 



names . 



zes various 



Usdng TM-3, .explain how a salesperson utili 
channels to locate potential customers." ~ ; 



Have stud^ntsJnafte their Iravorite salesperson or stgre',* and u * * -3 
4xplaiiA^Jjx\t f s n:lie^ favAritei 'Use TM44a|o .il^trate^^ r . " * - ** 
importance of^lcaeping tire customer satisfied. \ ; \ ' "V „ u- f 



» » 



■ >$ * . 1,'— - JJ ^ .... ' < 
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4. Have students complete ACT-5. Discuss with the class j 
their methods of ^attaining the information asked fot^jln 
ACT-5. (INFCK2) Ask students to determine which type(s) 
•of agricultural products the customers they selected would 
be most><likely to purchase. Students should explain their 
answers c . 

• k * • 

Conclusion : , ^ " /* 

Explain why' remembering customers names % -£s so important to , k 

• */ 0 * '' * * 

a successful salesperson. r * 

Evaluation Criteria: * * 



Optional Learning Activities :** * % * * \ 

1, Students describe how*tt\£y meet new pebple. , 



As a cesult of the instruction, the student shWld possess the 
fallowing abili£les: t " , 

1. List some sources that salespeople may 'use to* identify 
potenti&l customers. * x j* 

2. Explain the importance of remembering customers 1 names and 
faqes. 

* 3. Explain the importance</of *a satisfied customer 7 ' * 

* " ,4. -Explain the importance of gathering pertinent information 

• concerning a -potential customer. 5 i * ' m . 



5M> 



'Students in groups of two to four - a?tten(^ specif ic pojrffnqnity 
i meetings for .the purpose of compiling a-*list* of prosp'ectlj^. ^ 
cus tronjers for a > fa?nr supply center ♦ Assume the tolel^of. C 
^salespersons^ discovering* the pptentiaj customers without 

\diyu»lging the purpose.** ''Eafch sttjdent reports the experience 
5^d 4 presen£V,a list of prospects J. g?Vi- n g xielrfinent data * 
' about each. 1 ' * ** , n 

Studerrts examine "newspapers serving the community arid^list 0 ^' 
prospective customers for the farm supply center which can be 
gleaned* from t°hem. Write plans for contacting these pro&pedts, 
explaining the„mettk>d of' making the contacts and presenting 
the mat^tial to be uaed. For example, if letters or telephones 
are us^d, include a plan of what is to be said. ' * 

Take a field Crip to observe people -working who hmve'to meet 
customers as part of their job. s 

V 



/- 

SA-III 86 ' 



ole -play ^meeting the customer",^, 



6. Invite a successful salesperson to speak to the class on the 
importance of selling, characteristicsyof a salesperson, and 
locating and approaching customers, ■ 



• 
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INFO-2 



A. Names Mean Sales * • 

It is a fact that people like to hear their names. Mispronouncing 
a" person's name is forgivable, but .addressing customers by the wrong 
•name can offend them. How ran a salesperson expect to sell a customer 
anything after offending him or. her by calling them by the wrong name? 
When you call a customer by name, you say to. them, "You are important". 

B. ' Gathering Information About the Customer * # 

A successful salesperson gathers as much personal information 

about a potential cus.tomer as possible and places it on a file sheet. 

The information helps the salesperson to evaluate the customer's needs 

t 

and develop a sales strategy. 

Some items that may be included on such a file sheet are: 



1. Name *and address 

2. Age 
Education t • s~ 
Civic organisation membership 
Best time to be contacted 



3\ 
4. 
5. 
6. 
7. 
8. 
9. 
"10. 



Personal characteristic/^ 

Need for what 4t being sold or service rendered 
Purchasing habits 
Family hab^Js 

Religious activities * ~ 



ll tf . Interests 




Reference: Salesmanship in Agricultural Occupations , Department of 
, - Agricultural Education,, Iowa State University, Ames, Iowa. 



( 




A. Local newspaper 

B. Credit bureaus ' 

s recommendation 

D. Directories 

* » 

E. Other salespersons 

F. Personal customer information file 

G. v Customer observation and 
common sense \ - s • 

v. , 
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TM-4 



A FUNDAMENTAL RULE OF GOOD SELLING 
IS TO KEEP TH,E CUSTOMER HAPPY. 



0 




a a f 



SATISFIED CUSTOMERS TELL OTHERS 
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Situation 

You are a .salesperson gathering information on a potential 

/- 

customer. 

Procedure ■ * 

\ 

1. Select. a person in the community to serve as your customer. 

2. Gather the following information about the person you selected, 

• • • 

a. Name , t t 

A" 

b. - Address ^ 

c . m Age ; 

4 tl. Education 



0 

e. -Civic Organization Membership 



t. Best time to be contacted 



g. Select an item or service you feel this person would pHircha 



*h. Family Facts 



*i. Interest \ • 

, 



3. Bring information to class. 
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UNIT: SALES 
To be an effective salesperson, what 
knowledge of .people should I possess? 



Study Questions : ♦ 

'1. What motivates people to make purchases? ^. 

2. How does a salesperson handle customer objections? 

, 3. Wha^-are the implications of the customer's buying motives 

and potential objefction-s for a salesperson planning a sales 4 
presentation? > ^ 

4. • ' 

5. * 



References and Materials: 



1. Salesmanship (TM-1, 2, 3) 



Interest Approach : Bring ^n expensive tool or ^Ln*struin§nt (such as a ^ 

tachometerX-4^> class ^nd ask* the student^wMch one of them would i 
like to purchase— the item (t'ell them wh'at t^ie item. cost). Chances f 

are that none of them will be willing^ to pay $ for a tachometer, 

but to a mechanic th^t item is' an indispensable tool. Need is the 
underlying reason fo,r most agricultural purchases. ; (Say to the 
students) need is the underlying rjia*son for most". agricultural 
purchases. You don't need a tachometer, so you aren't willing to 
purchase it. The same principle ^olds true for tKe/ farmer; he or she 
will purchase only the tools, equipment, machinery and chemicals 



hat he or she ^eels are needed. 



Learning Activities : 

■ f> 

1. .To demonstrate 'the motivating effect a sales presentation can 
have on a customer, instruct the students to select an item 
from the shop and prepare ' a' brtef sales presentation high- - 
lighting the selling points of the itQmr^Tndtruct students to 
keep in mind. the points highlighted in TM-1, * 
• * • • 

'• < • *.v - 
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2. Have students role play. Select # three different types or 
•brands of any item. For example, give* students' three 
different brands of circular saws. Have students determine 
which circular saw would be most appealing to a carpenter. 
Students Should base their selection on*the item, selling 

. points, advantages ami disadvantages, and use of the item. 
. Enforce the importance of knowing the facts 'about a. product 
with TM-2? 

3. Have each student outline a sales gpesentation. Select a piec 
of farm equipment . ^Instruct each student to prepare a brief 
presentation for the piece of equipment. Have class members 
present their presentations while other cla§s members point 
out possible objections. The salesperson should be ready to 
handle all customer abjections. (Use TM-3)^ 

Conclusion : 

„ Explain what motivates a customer to buy. 

Evaluation : As a result of thife lesson, students should be able to: 

* 1. List the reasons" for customer objections. 

2. Explain why a salesperson should know the facts about a 
product. l « 

i 

3. Explain how can a salesperson appeal to customer interest. 
Optional Learning Activities : 

1. Invite a successful farmer to^iscuss his relationship with 
a salesperson to the class. lR| 

2. .Students select a product ar^ farm situation and write need 

development questions. 

3. Select a list of items commonly sold in a farm supply center 
in a locality-. Indicate for each item the* motive which would 
dominate fn causing a customer' to purchase the it4m. 

4. Visit a local store. Without interfering, try to identify 
and record the motives that prompted customers to buy. 

5. Prepare a demonstration to show how jto appeal to a customer 
who would be motivated by the !, ease/and convenience" motive, 
the "safety" motive, or the "profit" motive. 
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» •> ■ 

6*. Students. list a reply to the following objections 
cerning 2 product:' 

a. The price is too high. 

b. This color will not go with what I have. 

c. Are you sure this will work? 

- d. Is this one as good as that one? 

e. . Doesn/t this come ' in a smaller can? 

f . What will happen ;Lf this' stops running? 
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TM-1 



A salesperson\appeals to customers 
by showing how a product 
contributes to: 




NEEDS 

WANTS 
DESIRES 

INTEREST 



J 



r 

A salesperson demonstrates 

what can be gained 
by purchasing the product 



/ 



9 

ERIC 



i 



1 *r* 



SA-IV 



96 



TM-2 



A SALESPERSON SHOULD KNOW THE FACTS ABOUT 'A PRODUCT TO: 

/ \. . ■ : 

- GAIN SELF-CONFIDENCE 

- DETERMINE SELLING POINtS 

- ANSWER CUSTOMER'S .QUESTIONS 

- PREPARE SALES PRESENTATION 




r 



A SALESPERSON WHO KNOWS ALL THE FACTS, ABOUT THE PRODUCT I 
BEST EQUIPPED 'TO HANDLE CUSTOMER OBJECTIONS, 



f 



r r 

c 

/. 

t N 
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ALL REASONS FOR SALES OBJECT I ONSTTALL INTO THE FOUR "NOs" 
NO NEED> . ' 

NO WANT . ' , 

■ \ > 

NO MONEY 



NO HURRY 



BEFORE ANSWERING AN OBJECTION: 





LISTEN CAREFULLY 

- ACT INTERESTED 

. DON'T ARGUE 
DON'T HURRY TO ANSWER 
DON'T BELITTLE IT 



r 
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UNIT: SALES,, 

PROBLEM VI - What store skills wi^l I need to become an employee 
JLn an agricultural supply business? 

Study Questions : . ^ 

1. What are some common terms used in retail store selling? 

* 0 

* 2. What are soma skills commonly needed to be a behind-the- 
cpunter salesperson? 

3. 

4. * % . ' / 

5. - ^ > 



References a/id Materials : 

1. Sales VI, ACT-1, ACT-2, ACT-3. 
2. 

3. ' 



Interest Approach : Select a popular neighborhood grocery store and ask ^ 

the students if they know where to locate an uncommon item such 

as a box of baking soda. Chances are most of them won't, know where 

the item is located; but as a store salesperson it would be* their 

* -job to know where all the products are located. 

\ • 
Learning Activities : " 

1. To help make learning common store terminology fun,, use ACT-1 . 

2. Have students write a report" on "What I Most Dislike in Sales ■ 
..'Clerks". Have students present these papers aloud and invite 

discussion. Direct discussion towards ways to improve behind- 
the-counter selling skills. (ACT-2 ) *^ 

' \L 

- 3. The following abilities are conoionly fieeded by a behind-the- 
counter salesperson: 1) ability to make change and count it 
back to the customer, 2) ability to compute* the tj»tal of a 
customers purchase,* 3) ability to compute the coVrect^ amount 
local, state and federal taxes that must be applieq to a customer 1 $ 
purchase, and 4) the ability to weigh and/pr measure quantities 
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of produce. These skills will be improved once a sales- 
person is actually on the job but to introduce thesef 9 
abilities and to demonstrate what knowledge is required 
to master these abilities; use ACT-3. 

" ■ v • 

Conclus&?n : List four skills required 6f a behind-the-counter sales- . 
person. N 

Evaluation : As a result of this lesson, students should be able to: 

1. Define the sales terms lis ted' 'in ACT-1. 

2. * Explarin-the duties of a behind-the-counter salesperson. 

3. Make change. 

a 

4. Determine the cost of goods sold in quantities such as pounds, 
inches, feet, Jton, etc. and do Simple metric conversions. 

5. Properly greet and offer customers assistance. 

Optional Learning Activities : 

1. Role play retail selling. Have students count change, wrap 
purchases and other activities associated with counter selling 

2. Haye students greet and assist customers in assessing their 
needs. 

s 

3. Have Students practice on a cashsre^lster . 
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MIXING AND MATCHING RETAIL STORE TERMS 



Objectives 



1. To define the following common retail store terms: sale, 
selling retail, merchandising, staple goods, foward stock, 
open stock, special purchase* close-out, distress merchandise, 
loss leader, one-price policy, fair-trade policy, price 
t line, commission, inventory, quojpa, stock room, price tay, 
lock tag, credits, dredit check (telephone), call system, 
tally, house organ, shopper, "General", demonstrator and ^ 
accommodation desk. 



2. To demonstrate to youth* the importance of learning common store 
terminology. 



-Materials 



Index cards which have a store term or definition on them (one 
definition card for each term card). 



Procedure 



1. Opening Comment - Don't be misinformed!, know your store termi- 
- nology. 

2. Pass out a card to each member. 

3. Instruct each person holding a term card? to call out that term 
Xfor example, "Quota"). 

4. Th$ person holding a" definition card that seems to describe 
the term reads it aloud or acts out the definition or 'term. 
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WHAT I MOST DISLIKE IN SALES CLERKS 

You' have been a consumer of goods and products since the day 
you were born. Your assignment is to write a short paper listing 
the characteristics you dislike most in sales clerks, be prepared 
to present your paper orally. 
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ACT-3 



Jjective * " > . 

To demonstrate to youth four of the basic abilities needed by 
a behind-the-pounfer salesperson; 1) ability to compute the 
total of ,a ^custome^.'s, purchase* j 2) ability to make change and 
count it back to the customer, 3) ability to compute the correct 
amount of "local, state and federal taxes that must be applied 
to a customer's purchase, and 4) the ability to weight and/or 
pleasure qualities of produce. 

Materials 

**■ 

A copy of Store Skills for each student. 
Procedure 

1. Pass out a copy of Store Skills to each student. 

2. Instruct each student to read the directions and ask questions 
if they don't understand any items. After the students have 
completed the activity, discuss the skills with them 
especially the ones they had problems with. 
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STORE SKILLS 



ACT-3 , 



To be a behind-the-counter salesperson., there are many skills 
that one must master. The following .activities are des 
improve^ four of the common stpre skills, 

DirecirtDi^^ 



Please complete che following activities, 



Section I 




Solve the following problems: 



1. Tom went to the store to purchase some apples. The apples were 
marked at 54c per lb* Tom has $1,08 to spend. What would be the 
average weight of each apple if five cost $1.08. 



2. Farmer Joe wanted to buy 2.5 tons of hog rations. If the feed was 
sold in hundred lb. sacks, how many sacks would farmer Joe have? 
If the 2.5 tons cost $519^.00, how much did each sack cost? 



3. * If a customer came into a store and purchased 50 bags of fertilizer 
at $7.50 per sack plus' 50> lbs. of fence staples for $26.07 plus a 
salt block for $9.33 and 2Q fence posts for $3.18 each, how much 
change would he get back from $500.00? 

& 



f 
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ACT- 3 



Mary went to the flower shop td purchase some rose plants. The 
balance on her charge account at the flower shop was $22.13 before 
she made her purchase. She bought 4 rose plants at $1.89 each. • 
Mary handed the store clerk $5.00 and asked he to put the rest on 
her account. How much was the new account balance? 



5. How much is the sales tax in your town on A)~~ $lT007~'B)~$T?57" 
C) $.50, D) $.25, and E) $.15? * 



6. John went to the seed store to purchase 5 sacks of corn seed. He 

read an ad in the paper which said the seed cost $28,90 per hundred v 
lb. sack, so wept to the seed store with $145,00 but found that when 
the clerk adcfed the sales tax he didn't have enough money. How much 
additional money did John need to cover the tax? (Make your 
computation based on local sales tax rates.) 



/ 

" ! 

7. If a customer came to af store to purchase $20^00 worth of 6 penny 
nails, how many pounds would he get if the nails cost 40<?/lb,? 



V 
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8. If a customer went to a store to purchase 50 ft, of rop.e which costs 
$.43/ft«, how much change' wquld he get back -f torn $25,00 if the sales 
tax was ,06 per dollar? 



1 
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• * * 

9. The official unit of measurement in the United States is the metric 
system. Do you know the following? i 

A. 1 in. = ^ CM 

B. 1 lb . = grams 

C. Are the meter *and the' yard equal unites pf " measurement? 

Yes No . 



. 10. A) $12.50 ' B) $ .&9 C> $7,621.00 • D) $8.79 

fc , ' * • * 11.10 * .93 3,421.09 X 8 

\ 12.36 .42 

$ j- 14.12 + 7.03 



E) 1,110 in. = i ft. F) 192 oz. - lb. 



/ 

s 



-1 



SA-VI 



106 



ACT-a 



KEY 



1. 6.4 oz. • 

2. A) 50 B) $10.38' *• - 

3. $26.00 . . * - v 

4. $24.69' ' # 

5. Tax. rates may vary from city to city so check your local, tax 
?ates. 



6. Make computation based on local tax rates. 

7. 50 lb. ' , 

8. $2.21 

9. A) B) C) No . • ^ 
10. A) $61.96 B) $9.07 C) $4,199.91 D) $70.32 



A) $61.96 B) $9.07 C) $4,199.91 

E) 92.5 ft. F) 12 lb. - ' 



1 
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UNIT: SAI^S — 
PROBLEM VIT - What steps should I follow when planning 
* a sails stratfegy? t - 

t • 
Study Questions : . $ * . 



1. What are some important items to consider when organizing 
the sales effort? 



* 5" ' F . 

2. How does a salesperson determine the 'number of clients to 
visit during the week? ^ 

3 What items are included in» the sales .record . 

- ' , * * 

4 . ' 

J 0 

References and^ajerjjilsi : > * * * 

1. 



2. 



3. *W 

.C onclusion : Kxplain why, is it important for a salesperson to plan 
his selling effort well in advance of -contacting his first 

x> f ' . J* " " 

v customer. * , 

v 

Evaluation Criteria : As a result of the instruction/ the student 
possess the following abilities: 

1. Lay out a weekly schedule of activitriejs for "a salesperson 
\ under a given situation. ■ 

2. Keep the necessary records. % i 

3. Review the salesperson's selling efforts. ' 

4. Set sales goals. 

5. Analyze sales competition considering the salesperson's 
attitudes toward, knowledge of competitors, what is said 
to the customers about the competitors, and product , 
comparison. ^ ^ * 
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UNIT: BUSINESS RECORDS AND PROCEDURES (BP) 



Problem Areas Included: 

BP-I. What ba'sic mathematical problem solving abilities are peeded 

in the agricultural*supplies and services area? 

BP- II. How do I make change? ' * 

BP-I II.* Why is a correct sales ticket needed by a business? 

BP- IV. How do I apply discounts and sales tax to sales? 

BP-V. How are cash registers used in transactions and in checking 
daily cash balance? 

BP-V1 . How are checks and charge cards handled? 

BP-VII. How are computers, calculators and other business machines 
utilized by an agricultural business? 

BP-VIIIi How do businesses determine the price for merchandise to be 
sold? * 



References used in this unit: 

1. Business Procedures in Agricultural Occupations* 1967. Workshop 
JLn Agricultural Education, Iowa State University, Ames, Iowa 50011. 

♦ 

2. Iowa Sales and Use Tax Information Booklet. July, 1980. Iowa 
Department of Revenue, Hoover State Office Building, Des Moines, 
Iowa 50319. • - 

3. Teaching Source Units for Cooperative Occupational Education Related 
CHHrss, Department of Vocational and Technical Education, , University 
of Illinois, July, 1974. \ - 

4 1 Teacher's Guide for Agricultural Supplies, Agricultural Education 
Service, State Department gf Education, Ohio State University, 1968. 
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- ' UNITr^UsfNE^S RECORDS AND PROCEDURES 
PROBLEM i - What Basic math skills are needed 
by a successful employee? 

Study Questions : . . f 

"-\ • 
1. "Vhat is the importance of mathematics to agricultural 

supply and service occupations? 
^ 2. Why is the ability to do mental math important? 
3. 

4. v 

5. * 

. 6. 

Ref erences^and Materials : 

1. Teacher's Guicfe for Agricultural Supplies , Agricultural 
Education Service, State Department of Education, and-~ 
Department of Agricultural Education, Ohio State Univer- 
sity, 1968. 

2. BP-I-ACT-1, BP-I-INFO-2; Ag Supply <*nd Service Problems 
Pretest, Key. # , . 

3. BP-I-INFO-3, King/Qu^en of Mafh Mountain 

Learning Activities : 

, 7 \ * 

1. Introduce the problem area Rising BP-I-ACT-1. This is a 
pretest showing how every agri-business uses mathematics 

ifi normal .operations. After students have completed pretest 
go over it as a group pointing out the different types of 
businesses and how to solve the problems. 

2. Discuss the importance^ of doing simple arithmetic quickly 
and accurately. Use BP-I-INFO-3 to give students practice 
in mental math. * k «■ - 

3. 



Conclns'ion : Have students list the math skills needed by employees 
in agri-businesses and describe why they are important. 
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Evaluation : - As a result of this lesson," students should be able to 

1. Define the iftpor tance!*of math skills in the agri-business. 

2. Explain why the ability to do mental' math is important, 

3. Solve basic math problems encountered in agri-businesses. 
4. 

5. 
6. 

Optional Learning Activities : % , 

1. Basic Math Pretest, BP-I-ACT-4; Key, BP^-I-INFO-5. This 
could be used to determine how much practice the students 
need in basic arithmetic*. 

2. Math Review, BP-I-ACT-6; Key,- BP-I-INFO-7. 



\ 
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fig Supply and Service Problems Pretest 

1.. A, seed mixture per acre is: 8// alfalfa (60// per^bu.) 

3// red clove* (60//*per bu.) 
2ft timothy (45// per^bu.) 

* V* 

♦ 

•Howmany bushels of each of. these >wi 11 be needed to sow 30 
' acres? - r » 0 * • , _ 

Bu. alfalfa ~ 

> 

, Bu. red clover 



[Bu. timothy 

A farmer has oats to sell and needs to buy shelled corn. He 
stells a truckload of oats (4$00//) (32// per bu.) at $1.30 per v 
bu. How many bushels (56//) of shelled corn can he buy with 
this money when the shelled corn is selling at $3. 25 per 
bushel? , 

bushels shelled corn 



3. There are.,43,560 square feet in ah acre. What fraction" of an 
acre is a patch that is 43-1/2 feet wide and 100 feet long? 



acre 



Some weed killers ^ight be mixed to kill both broadleaves and 
grasses in the same field. At the rate of 1/2 pint/acre for 
one chemical and 2 pounds per acre of the second, how many 
gallons of u the one and pounds of ^he other would be required 
for a 48 acre field? ? * * 

9 

* gallons 

; * 

pounds 



5./ How many cubic yards of cQncrete will need to be ordered for 
concreting a shed floot that is 4pjfeef long and 30 £e& wide 
and 4" thick? . * . 

cubic yacds 



How many 20 rod rolls of fence will be required to fence this 
field? * ' v 



20 
rods 



rolls 



80 rods 



SOURCE: Teacher's GCide for Agricultural Supplies , Agricultural 
Education! Service; State Department of Education, ,and 
i . v Department of Agricultural Education, Ohio State* Univer-" 
-•-Hfcfeity, 19^8. 
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KEY for Ag Supply, and Service Problems Pretest * 

1. N 8jl alfalfa/acre x 30 acres = 240 lbs. alfalfa -f 60 lbs./bu. « 

4 bushels, 

3// red clov.er/acre x 30 acres = 90 lbs, red clover -f 60 lbs./bu, * 
1 1/2 bushels. 0 

- lit timothy /acre x 30 acres * 60 lbs, timothy -J- 45 lbs./bu. = 

1 1/3 bushels. 



2. 4800// oats sold -f 32///bu: « 150 bu. sold 

$1.30/bu. 

$195 received for oats sold 
$195 -f $^*25/bu. corn = 60 bushels of corn may be bought. 

3. 43.'5 T x 100' = 4,350 sq. ft. y 43,560 is approximately 1/10 of an 
acre. 

4. 1/2 pint/acre x 48 acres = 24 pints 7- 8 pints/gallon 53 3 gallons 

„ -v 

2 lbs. /acre x 48 acres = 96 lbs. . 

5. '40' x 30' x 1/3' = 400 cubic feet 7- 27 cu. ft. /yd. = 14.8 cubic yards 

• * 

6. (2 x 20' rods) + (2 x 80 rods) = 200 rod perimeter -7 20 rods/roll 

of fencing = 10 rolls of fencing 

* 7 r V 
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King/Queen of Math Mountain 



1. Have 4 students go to blackboard (or whatever number space 
allows). 

2. Have them start facing the blackboard. 

♦ * 

3. Read an arithmetic problem. 

4. First student to write down answer legibly, put chalk down, and 
turn around is the winner. In case of ties, winner is the one' 
who wrote down the /east amount of the problem. 

\ 

5. Have other 3 students^ sit down and 3 new students repine them. 

6. Give new problem. ^ 

7. Continue for specified amount of time. 

8. Winner^ is student who ^ins the most challenges. (You may want 
to put a limit on the number of consecutive wins to give all 
students a chance to participate.) 

Variation -^HJlvicte class into four teams and award team points. 

4 points for first 

3 points for second 

2 points for third 

1 point for fourth - 

0 points if not completed . * 



Give an FFA pencil, pen, bumpersticker,^ etc, as a prize to winning 
individual or team members, x 



v 
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Basic Math Pretest 



ACT- 4 



1. Add the following columns of numb 




3. Multiply: 

a) 8.99 
56 



a) 11 


b) 


17 


c) 


13 


d) 


101 


e) 


212 


f) 


374 


9 




14 




28 




27 




22 


1,008 


17 




3 




39 




132 




109 




497 


14 




2 - 




47 




188 




315 




802 


15 




15 




32 




12 * 




99 




1,954 


20 




11 




25 




58 




117 




7 


12 




27 




13 




97 




52 




1,452 


Subtract: 










/ 












a) 192 


b) 


211 


c) 


544 


d) 


10.03 


e) 


88.75 


f) 


403:88 


88 




47 




387 




7.58 




2.99 




10.79 



b) 7.75 
.5 



c) 3,389 d) 1,504 
26 1.87 



e) 1,765 
349 



«. 4. Divide: 

a) 10,742 f 8 = 

b) 231 -r 11 = 

t 

c 

c) 288 t 1.2 - - 

d) 11,853 f 9 = 

e) 22,i75 f 2.5 =' 
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J 5, Percentages: 

a) What is 85% of 192? : 

b) What is 7.7% of 257? 

c) What is 3% of $88.00? - * 

d) What percentage is 50 of 95? » 



6. Fractions: 

a) 1/2 + 1/4 + 1/8 

b) 1/7 x 2/3 = 

c) 7 -r 1/2 = 

d) 3/4 t 2/3 =. ' 

e) 15/16 - 5/8 = 
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INFO-5 



KEY for Basic Math Pretest 



1. a) 98 

b) 89 

c) 197 

d) 615 

e) 926 

f) 6,094 



2. a) 104 

b) 164 

c) 157 

d) 2.45 

e) 85.76 

f) 393.09 



3. 



a) 
b) 
c) 
d) 
e) 



503.44 

3.875 

88,114 

2,812.48 

615,985 



4. a) 1,3.42.75 

b) 21 

c) 240 (^j* 

d) 1,317 

e) 8,870 



5. 



a) 
b) 

d) 
e) 



163.2 
197.85 
$2.64' 
2.63% 
190% 



a) 7/8 or .875 

b) 2/21 or .095 

c) 14 

d) 9/8 or 1.125 

e) 5/16 or .3125 



erJc 
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ACT- 6 



Math Review 



1. If cattle are<$90.0& per cwt. this means they are 
Per lb. - ^ 



List the cents per Ut. for the following cwt. prices: 



a) 


$ 68.50 per 


cwt.^ = 


b) 


27.93 per 


cwt. = 


c) 


102.50 per 


cwt. = 


d) 


77.77 per 


cwt. = 


e) 


110.00-Nper 


cwt. = 


Note: cwt. = 100 lbs. 



per lb, 
per lb. 
per lb. 
per lb. 
per lb. 



3. 



Interest is figured at; a certain % for a period of one y^ar. 
Example: you borrow £900.00 at 10% for one year the interest 
would be $90.00 (900 x .10 ■ $90.00). 

Do the following problems: 1 

a) $ 767.00 xllX interest - $ 

, b) 623.00 x 9% interest- = $ 

c) ' 1,063.'00 x 10% interest - $ 

d) 987.44 x 11.5% interest =<$ 

e) 880.00 x 11.5% interest = $. 



interest per year, 
interest ^per year. * 
interest per year. 
_ interest per year, 
interest per year. 



To find^he- dollars of interest for a portion of a year, one way 
is to find the annual interlst, divide £his by 365 (the days in 
a year) and multiply this answer <by the days you have the money 
borrowed. You need to carry the answers out to at least 4 decimal 
points except in the final answer. ^ 



Example; You borrow $767.'00 for 283 days at 11% interest. 
$767.00 x 11% - $84.3700 annual interest 
484.37 r 365 = $.2311 interest per day ' 
$.2311 x 283 = $65.;40 interest for 283 days 

a) $ 988.00 @ 11% for 266 days _ 

b) $1,125.00 @ 13% for 27 days 

c) $ 763.50 @ 10% for 290 .days ' 

d) $1,500.00 @ 9% for 450 days 

e) $7,000.00 @ 12.5% for 410 days ~~~~ ' 



r 



c 
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ACT- 6 



4. When you know the selling weight and the total dollars received, 
you find the price per lb. by dividing the dollars received by 
selling weight. 

Example: You received $800.00 for a 1,100 lb. steer. 

$800.00 t 1,100 « $.7272 per lb* or $72.72 per cwt. 

List the price per lb. and per cwt for the following transactions: 

a) $864.00 for 1080// steer = $_ per lb. or 

per cwt. 



b) $764.30 for 990i? heifer = $ per lb. or 

per cwt. 

c) $969.00 for l f 200# steer = $ per lb." or 

per cwt. 

d) $863.90 for 1,130// steer = $ ' per lb. or 

per cwt. 

e) $925.00 for 1,0000 steer = $ per lb. or 

' per cwt. 



SOURCE:' Rudy Engstrom, Vo-Ag Instructor, Lake City, Iowa 
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/ 

90c 

a) 68 .'5C 
27.93c 
$1,025 
77.77c 
$1.10 



b) 
c) 
d) 
e) 
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KEY for Math Review 




INFO-7 



2. 



a) 
b) 
c) 
d) 
e) 



$84.37 

$56.07 

$106.30 

$113.56 

$101.20 



3. 



a) 
b) 
c) 
d) 
e) 



$79.20 

$9.62 

$60.66 

$166.44 

$982.88 



a) .80, 80.00 

b) .772,- 77.20 

c) .8075, 80,75* 

d) .7645, 76.45 

e) .925, 92.50 



1 
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p UNIT: BUSINESS RECORDS AND PROCEDURES 
Problem II - How do I make change? 

Study Questions : s 

» % . 

1. Why is it important that the customer receive correct 
change? " „ m 

2. What l is the procedure us&d for ^making, change? 

3. ' _ 7 * : 

: V 

4. * • 

References and Instructional Materials : 

1. BP-II-ACT-1, money cjrossword puzzle 

2. BP-II-TM-2, Steps in Making Change' 
3/ "BP- 1 1- INFO- 3, How to Make Change 

4. BP-II-ACT-4, BP^II-INF0-5;, Making Change, Key 

5. BP-II-TM-6,, Do ? s„ and Don'ts of Making Change 

Interest Approach : Use 3P-II-AflT-I to get students thinking about 

money . Lead infro, a discission on the importance of makings 

change. 

? ' • * ^ V 

Learning Activities : * \* 

* 

1. Use BP-II-TM-2 1 and BP-II-INFCK3 to lead a discussion on the 
procedure for makdngo ghange. > 

2. Have students practice making change with real money in 
front o^*the class. Have the rest of the students watch 

* for mistakes. You may want to use a tape, recorder or 
videotape to show the stud^nts"liow they*d'id, 

3. Use BP-II-ACTU to give students., further practice in" making 
„ change* , R t 

Conclusion : Use BP--II-TM-6 to summarize the important points in 

making change. Reinforce the necessity of giving the customer 
the correct change. < 



1 > 



y 



Evaluation : As a result of this lesson, students should be able t 

1. Explain the importance of giving the correct, x:hang^. 

2. List the steps in making -change. 

3.. Give the correct change for a given situation. J* 

Optional Learning Activities ; % * 

ll. Have a teller from a bank come in and give a* demonstration 
■ on making change. » A 
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ACROSS 

1. On back of current penny 
5- Motto on coins that means 

one composed of many 
9. 6 down's first name 
10. On back of pennies made 

before 1957 
13. &elor of money 

16. Person on $20 bill 

17. Person on $10 bill 
19. Person on dime 

23. Motto on most money 



DOWN 

2. What this puzzle is about 

3. Person on $1 bill 

4. Profile is on half dollar ~ 

6. His picture is on the $50 bill 

7. Fake money 

8. 4 d'own*s* middle name 

11. Person on $2 bill and nickel 

12. Person on $100 bill 
14. Fake money ^ 

15 j Woman on dollar coin 

17. First name of person on $5 bill 

18. Shape of coins ; 

20. Last name of* person on $5 bill 

21. On back of quarter . 

22. Where money is made 
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ACROSS 

1. On back of currefcf penny 
5.^ Motto on coins that means 
oneN^composed of many 
* 9. 6 down's first ftame 
10. On back of pennies made 

before 1957 ' 
13* Color of money 

16. Person on $20 bill 

17. Person on $10 bill 
19. Person on dime 

23. Motto on most money 



DOWN 

, 2. What this puzzle is about \ 

3. Perspn on $1 bill 

4. Profile is on half dollar 

6. His picture is on the $50 bill 

7. Fake money 

8., 4 down's middle name 
11. Person on $2 bill and nickel 
12\ Person on $100 bill 

14. Fake money 

15. Woman on dollar coin 

17. First name of person on $5 bill 

18. Shape of coins l> 

20. Last name of person on $5 bill 

21. On back y&f quarter 

22. Where money is made 
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TM-2 



STEPS IN MAKING CHANGE 



s 



1. Inform customer of amount of total sale? 



2. Lay money received on cash register. 

3. Calculate the amount of change. 

4. Get change from drawer - Use as few 
bills and coins as possible. * 

5. Count the change back to the customer. 



6. Thank the customer for their business. 



9 

ERIC 




1 




:BP-II 



CLERK: 

CUSTOMER: 

CLERK: 



125 

HOW TO MAKE CHANGE 



INFO-3 



CUSTOMER: 

» 

CLERK: 



The total is five dollars and thirty-two cents H 

Her^ (hands clerkji^$5 bill, and a $1 bill). 

$5.32 from $6.00.^ Here's your change. $5.32 (hands 

penny % ) $5.33, (hands penny) $5.34^ (hanyj^w^ny) $5.35,, 

.(hands nickel^ $5.40, (hands dime) $5150; (hands quarter) 

$5.75, (hands quarter) and $6.00. 

Thank you very much* 

Thank you, please call agaiq! 




1 
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MAKING CHANGE 

For each of the following situations determine how much change 
the customer should receive. Also determine the number of pennies, 
nickels, dimes, ^quarters, -ofees, fives and tens that would be given. 

1. The sale is for $1.83. The customer gives you 2-$l bills. 

2. The sale is for-^$2.48. The customer gives you a $10 bill. 

3. The sale is for $9.20. The customer gives you 2-$5 bills and 



2 dimes. 




4. The sale is for $20.15. The customer gives you 2-$20 bills. 



5. The sale is for $7.28. 
3 pennies. • 



The customer gives you a $10 bial and 
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KEY - MAKING CHANGE 

1. 17 cents in change - 2 pennies 

~— — — - — - — tTritclcel— — ™ * - 

1 dime 

i 

2. $7.52 is the change - 2 pennies 

2 quarters 
2-$l bills 

1- $5 bill 

3. $1.00 is* the change - 1-$1 bill 

4. $19.85 is the change - 1 dime 

3 quarters 
4-$l bills 
l-$5 bill 
1-$10 bill 

5. $2.75 is the change - 3 quarters 

2- $l bills 
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DO'S AND DONTS OF MAKING CHANGE 

DO 

» * 

Be courteous 

Lay money from customer on cash register 
Count back change one piece at a time 
Use as few coins as possible 
Be accurate in calculating the amount 
Thank the customer 

DON'T 

Put money in drawer until sale is completed 
Hand customer the change in one handful 
Use more coins than needed 

x ^ o 
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• UNIT: BUSINESS RECORDS AND PROCEDURES/' 
PROBLEM III - Why is a correct sales ticket 
needed by a business? 

Study Questions ; 

1. Why is the sales ticket important? 

2. How is the sales ticket used by the business? 

3. How do I fill out a sales ticket? 

4. What are some common mistakes made when preparing a sales 
ticket? 

<* 

5. 

» 

6. 

References and Materials : 

1. BP-III-TM-1, Why Three Cppiefs? 

2. BP-III-TM-2, BP-III-INFO-3, What Makes a Good Sales Ticket? 

3. BP-III-TM-4, Example of a Good Sales Ticket 

4. BP-III-INFO-5, Steps in Completing a Sales Ticket 

5. BP-III-ACT-6, BP-III-INF0-7,„Filling out a Sales Ticket, KEY 

t 

6. BP^-III-TM-8, What's Wrong With This Sales Slip? 

Interest Approach : Have students bring in sales tickets and discuss 
the good and bad points of each one. Try* to find mistakes and 
see which ones are most common. 

Learning Activities : 

1. Discuss why the sales ticket is important to a business.* Use 
BP-III-TM-1 to show how a* sales ticket is used and why there 
are multiple copies. 

2. Use BP-III-JM-2 and BP-III-INFO-3 to discuss what goes into 
a good sales ticket. Use BP-III-TM-4 as an example. 

3. Use BP,- 1 1 1- INFO- 5 and BP-III-ACT-6 to give students practice 
in filling out sales tickets. 
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Conclusion : Use BP-III-TM-8 "to summarize. Have students come up and 
identify problems one at a time, or divide class into groups and 



see which group can find the most errors. 

Evaluation ; As a result of this lesson, students should be able to: 
1. Explain the importance of the sales ticket to the business, 
# 2. Explain why there are multiple copies of the sales ticket. 

3. Fill out a sales ticket, 

4. Explain what makes a good sales ticket, * 

5. List some common mistakes made on sales tickets. - 

Optional Learning Activities : 

1. Have students role-play taking orders over tlje phone. Have 
them fill out an actual ticket. 

2. ^Obtain sales tickets from local agri-businesses for students 

to use in more practice. 
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TM-1 



WHY THREE COPIES? 



CUSTOMER'S ORDER NO. 


DAT€ 




19 


NAME 










\ 


i 


ADDRESS 




SCXD BY 


Cash 


COD 


CHARGE 


ON ACCT 


MDSI 
RKTO 





DESCRIPTION 



Total £ 

All CLAIMS A NO RETURNED GOOOS MUST K ACCOM*A>WD IY IMS UU 




014103 



REC'D BY, 



5R 523 



Tax 



*f . Total 

AU CLAIMS ANO RtTUtNK) GOODS MUST M ACCOM/, 



014103 



'AMWO ttt THIS ML 

; 



1 



REC'D IY. 



sTSH" 



— 




ONE COPY FOR 
THE BUSINESS 



ONE COPY FOR 
THE CUSTOMER 

ONE COPY FOR 
BUSINESSES 
CUSTOMER'S FILE 
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WHAT MAKES A GOOD 
SALES TICKET? 



ACCURACY 




COMPLETENESS 




NEA TNESS 



\ 
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What M^kes a Good Sales Ticket? 
Discuss the following items with TM-2. 
Accuracy 

The correct prices, discounts and taxes are used. -The math is 
correct. 



Completeness ^ 

Everything needed is -filled in, all blanks completed. 

- date 

- customer's name, address, phone number 
Y type of payment 

- ta^xes, discounts 

- descriptions of items, price, quantity ^* 

- salesperson's initials 

- customer signature y 

- any special instructions 

Neatness 

Items written on the lines. 
Writing is clear and legible. 

Columns of numbers ^Ligned. < 
Numbers are readable. 



II 
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TM-4 



EXAMPLE OF A GOOD 
SALES TICKET 



SALES SLIP 



sow Tn G e Afc^ KV\ m a 



god 



COD 


CNAKGE 


on Acer. 




pajo our 


f 











Gv-o.v v 



DESCRIPTION 



AMOUNT 



3 Ifttt:? (^clc^c ^Q^vd i^o^rl S.Q5 



/5 



so 



.Ji^LS^iftfik Sprojy j/sL^S 



/a 



^5 



TAX 



i ; v *■ ™*\ic> %' s& 

All claims and returned goods MUST be accompcmep by this b.ll. 

£i3 Pr>ODUCrO? WILSON JONES. US A. CAA*©ElESC PAPER «O'»V.S0M 
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INFO- 5 



1. 

— 2 ^ 
3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11-. 

13. 
14. 
y'15. 



STEPS IN COMPLETING A SALES TICKET 

'. • ' > 

Enter the correct date*. 

\ . I 

Wr ite the customer T s correct name and address in the proper space. 



Give a complete de"Ercription \of each item sold. Include quantity 
and type of merchandise. $ 

Write down the *pric^/unit and_ J:hen calculate the total amount and 
enter it in the correct -eoltftm. ^ 

v * - 
Deduct any discounts that may apply. , 

Add any service charges (e.g., delivery or grinding charges).. 

Make sub-total. 

Calculate and enter sales tax. 

Figure the grand total. • * 

Indicate the method of payment. * 

If payment is by checl^for other than amount r of sale,r indicate it 
on the ticket.. 3 3 * * 

InitfaT%ba^C^c s 4e'tr'» * ** 

Have "the customer sign the ticket. 

\ * : ' "'f A- • ' ^ 

Givercustomer tfielT-copV of the^ ticket. 
File other copl^s^in <&ppjropijiate places.^ 




Souree: . Business Procedures in Agricultural Occupations , 1967 Work- 
shop in Agricultural Education, Iowa State 'University , Ames, 
Iowa. / ^ 
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ACT- 6 



Filling Out a Sales Ticket '""\*. 

• ^ i 

You are a counter person in a feed store and Bob Jones comes in 
to order some feed. Bob's address is Rt. #1, Clyde, low* and his phone 



number is 683-3992. ^The order number is 273. It "is a" charge "sale"." 
Bob wants the following items: s _ 

1. 50 - 50// sacks of sow cubes priced at $12.15/cwt. ' 

2. 10 - 50// sacks of 18% pig starter @ $*18.00/cwt. 

3. 2 - livestock marking chalks @ 35^ each. 

4. 1 -.100 dose bottle of Orlron @ $5.75 each. 

5. 1 - 250 mliy bottle *pen-strep antibiotic @ $10,50 each. 
Complete the Sales. ticket for this sale. 




\ 



1 
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ACT-6 



SALES SLIP 



O.dtrr Mo 



30ld To. 

Address. 



Phone 
Mo 



-Dcfc_ 



.19 



/loio ir 


CASH 


COD 


CHA10C 


on acc: 


mo. i. ssro. 


paid our 






0 £ sc in P T 1 0 N 


PRICE , 


AMOUNT 














1 


























I 






/ 












i 














































































— ; 
































i 


< 


TAX 






I 


: TOTAL 


1 


rr— 1 



All claims and returned goods.MUST be occomponied by this bill, 
20101 Rec-d by 



PHO-UCT Of WILSON JONES. J SA 



CAfltJONL£i,S PA^'bR 
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INFO- 7 



KEY - Filling Out a Sales "Ticket 



V 



SALES SLIP 



orj^ Phone , Q \ -. Qc?M (u5« CA.vr~ 
Order No G* / J. No (pP'qI 1 <^ rw„ 



Customer's 

Sold Tn fi'oV) vToy^'b 



AoJk) 



Address 1 Cjyd^ TouJCs 



C 0. 0 


CHAtCI 


ON ACCT. 


md:i, csto. 


Vaio our 













Gear- 



DESCRIPTION 



PRICE • AMOUNT 



SO S6*b»Q SOU^ <_\^W<, 



30?) 



^•js6*tb^S J ^op^ surfer 



00 



2d. 



/0 



S'O 



oo 



TAX 



_.0 



.. ' TOTAL | ^O 'O'X 



All c!a:ms and returned goods MUST be accompanied by this bill. 
.. Rec-d by - v vx^V^ ^ 



7 *n jn JONES, US A. 



carbonless PAPcn 



V 



V 

4 
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TW-8 



WHA T'S WRONG WITH 
THIS SALES SLIP? 



SALES SLIP 



O'tkr f Jo'.. 



Phone 



i£7 

Soici To... ljy.*^--^JL^ °H. 



Oii> »t C.-..H C J 0 i c::/« - 



G< en* 'y 



; : s : ? i p - 1 o n 



"A 



AMOUNT 



7/.5TP 
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UNIT: BUSINESS RECORDS AND PROCEDURES 
PROBLEM IV - How do I apply discounts and 

sales tax to sale&? ^* 

Study Questions : 

t* « * 

1. What is a sales t^x? 

2. Are some items exempt from sales tax? 

3. How is s£les tax calculated? 

^ , What are some types of discounts? 

5. How are discounts Calculated? 

6. Why do agribusinesses use dis/counts? 

References and Materials : * r * 

c 

1. Iowa Sales and Use Tax Information Booklet , July, 1980. 

o 

2. % 
4. 

Instructional Materials : * . 

1. BP-IV-*INF0-1 Ag Sales Tax Exemptions 

2. BP-IV-INF0-2 Calculating Sales Tax 4 , 

3. BP-IVt-TM-3 Types of Discounts 

4. ;BP-IY-INF0-4 Types of Discounts V 
5 ^ BPrIV-INFO-5 Calculating Discounts 

6. BP-IV-ACT-6 Applying Sales Tax and Discounts 
, 7. BP-IV-INFO-7 Key for Applying Sales Tax and Discounts : 

Interest Approach : Have students list taxes and discounts that apply 
to agricultural sales. 

y 

Learning Activities : ^ , * 

1. Use BP-IV-INF0-1 and BP-IV-INF0 r 2 to discuss sales tax ex- 
emp talons and how sales tax is calculated. 
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2. Use BP-IV- TM-3 and BP-IV-INFO-4 to discuss the different types 
of discounts. 

3. Use BP-IV- INFO- 5 as an example of how to calculate discounts. 

4. Use BP-IV-ACT-6 to give students practice in filling out a ^ 
sales tax. (Use BP-III-ACT-6 as a sales slip or obtaini«Qme 
from a local business.) 

Conclusion : Summarize by reviewing how discounts and taxes are ''ap- 
plied to 'the sales ticket. 
• P 

Evaluation Criteria : As a result of this lesson, students should be 
able to: 

1. Describe how sales tax is applied. 

2. Calculate the sales tax on a sale. 

3. List and describe different types of discounts. 
Calculate discounts. 

5. Explain why agribusinesses use discounts. # 
6. 

♦ 

Optional Learning Activities : 

1. Have a feed or fertilizer, dealer come in and explain any 
• * discounts they offer. 
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. INFO-1 



AG SALES TAX EXEMPTIONS 



1. Commercial fertilizer 

2. Agricultural Lime 

3. Materials used for disease, weed, and insect control or health . 
. .promotion of plants or livestock produced for market. (Does 

not include tools % and equipment used.) 

4. Fuel used for grain drying or in tractors. 

5. Foods (as may be purchased with USDA food ^coupons'. ) 

6. Draft horses if used as a source of power. 

7. Anything used (directly to further produce something. 

For example: A farmer buys feed to finish out a hog which is 
sold to a packing plant which in turn sells the 
hide to a football manufacturer which makes a ~ 
football to sell to a sporting goods store which 
in turn sells it to a 12-year old. The only sales 
tax applies to the final sale of the football. 
The f'eed, hog, and hide are exempt because they 
undergo further "manufacturing." 



Examples 



Won- taxable 

Atrazine 

Penicillin 

Feed 



Taxable 

Sprayer 
Syringe 

Feeders, waterers 




SOURCE: Iowa Sales and Use Tax Information Booklet, July 1980. 
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INFtf-2 



CALCULATING SALES TAX 



The following sales tax schedule is used for calculating sales tax: 

'Sales Tax Schedule 



$0.00 - 


$0.14 




$0.00 


$2.75 - 


$3.14 




$0.09 


0.15 - 


0.44 




0.01 


3.15 - 


3.44 




0.10 


0.45 - 


0.74 




0.02 


3.45 - 


3.74 




0.11 


0.75 - 


1.14 




0,04 


3.75 - 


4.14 




0.12 


1.15 - 


1.44 




0.04 


4.15 - 


4.44 




0.13 


1.45 - 


1.74 




0.05 


4.45 - 


4.74 




0.14 


1.75 - 


2.14 




0.06 


4.75 - 


5.14 




0.15 


2.15 - 


2.44 




0.07 


5.15 - 


5.44 




0.16 


2.45 - 


2.74 




0.08 


5.45 - 


5.74 




0.17 



In purchases of larger amounts than $5.74, the tax will be computed 
at straight three per cent, one half cent or more being treated as 
one cent. 



Examples 

A sale of $5.80 has a sales tax of $.174 or 17$, while a sale of 
$5.84 has a sales tax of $.1752 which is rounded to 18$ 

For larger amounts just multiply by 3%r 

$174.50 purchase . 
x .03 - * 

5.1750 or $5.18 sales tax 
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TYPES OF DISCOUNTS 




EARLY SEASON 



CASH 




BULK 



4 



TONNAGE or QUANTITY 
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TYPES OF DISCOUNTS 



Cash 



given for paying cash rather than charging the 
sale 



Tonnage/Quantity - given for buying large amounts of one item, for 
h example, fertilizer, chemicais. 



Early Season given for buying in advance of the time the prod 

uct is needed, -Example - buying seed corn in 
December oi?i January. 



Bulk 



given for buying items in a loose foija rather 
than in bags, usually applies to feed sales./ 



• / 
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CALCULATING DISCOUNTS 



Mr. Smith- go'es to his feed store and orders 6 tons of bulk 16% Pig 
Grower. The feed costs $180/ton. The feed store gives a 1% cash 
discount, a $3/ton discount for quantities over. three tons, and the 
feed company has a $2/ton discount for- buying in bulk. How much 
will the feed cost Mr. Smith. if he pays with a check when he orders 
the feed? 



6 tons x $180/ton < = 
less bulk gdiscount 
$2/ton x 6 tons 



t 



$1,080.00 

- 12.00 
1,068.00 



less quantity discount 
$3/ton x 6 tons 



less 1% cash discount 



18.00 



1,050.00 
- 10.50 



^1,039.50 final cost 
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ACT-6 



APPLYING SALES TAX AND DISCOUNTS 



Complete a sales ticket from the following information. 

» 

Mr. George Jones buys the following from his local co-op on January 11, 
His address is Route 1, Alvord, Iowa and phone number is' 492-4247. 
The order number is 1,8 and Mr. Jones wrote a check. 

50 bushels of COOP 475 -seed beans @ $14.25/bu. 
20 bushels of COOP SX444 seed corn @ $62.50/bu. 
30 fifty lb. bags of cattle supplement @ $240/tori 
2 sixteen feet cattle panels ? $13,99 each 



The coop gives a 1% cash disc6unt. »Seed beans purchased -before Janu- 
ary 1 receive a $.50/bu; discount and before February 1 a*$.25/bu. 
discount. Seed corn purchased before January 15 receives a $5.00/bu. 
discount and before February 1 a $2.50/bu. discount. There" is a 
quantity discount for feed of $.10/cwt. for amounts over 2000 lbs. 





\ 
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KEY FOR APPLYING SALES TAX ANEL DISCOUNTS 



SALES SLIP 



u-,tom*r- s / O Phone j> Q n j, 

>rder f Jo 1 0 . No ^" ^"7 



Sojd To OC C m r C ^Q\\eS 



Address-.. 



'1010, iY 



DESCRIPTION 



paid our 



PRICE 



CON" V \ 



r 



AMOUNT 



2n 



?60 



5*0 



5"0 



CO 



00 



<3'/o/T 



i$0 



co 



v 1 



TAX 



TOTAL 



11 



■Q038. 51 



All dorms and returned goods MUST be* accompanied by this bill. 
fL°±!ii Rec'd by (^^-^ ^ 'l 



: r.cs.us a 



CAqoONLCSit PAPER 



,4' » 
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UNIT: BUSINESS RECORDS AND PROCEDURES 

PROBLEM V - How are cash registers used in transactions and in check- 
ing daily cash balance? ♦ 

Study Questions : 

« 

1. What is the function of the cash register? 



2. How is the cash\ regi§jfe^f\ised by agribusiness? 

3. Why is tjife^^riy^cash balance important? 

4. (How is the daily cash balance checked? 
5. 




1. BP-V-TM-1, Functions of the >Cash Register 

2. BP-V-TJ4-2', Using the Cash Register 

3. BP-V-TM-3, The Cash Register Drawer* 
4/ -BP-V-TM-4, Checking Daily Cash Balance 

Interes t Approach : Discuss the many different types of cash registers 
students have had experience with or seen in stores., 

learning Activities : 

■ 1. Use BP-V-TM-1 to ^discuss what cash registers can do. 

2. Use BP-V-TM-2 to discuss the procedure for using a cash 
register. This would be a good time for a field trip to 

' see how a cash register is actually used. Use BP-V-TM-3 
to shott students how money -is arranged in the drawer. 

*> 

Discuss the importance of checking the daily cash balance 
and use BP-V-TM-4 to show how to check it. 
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Conclusion : Summarize by re-emphasizing the importance of the cash 
register in the agribusiness. 

Evaluati<j>n : As a result of this lesson, students should be able to 

1. Explain how the cash register is us£~d by agribusinesses. 

2. Check the daily cash balance,, 

3. Explain why the daily cash balance is important • 

4. Tell how money is arranged in drawer. 



J 

Ox 



y 
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FUNCTIONS OF THE CASH REGISTER 

t 

HOLIM^NEY FROM SALES ' * 

TOTALING OF SALES 

PROVIDE PERMANENT RECORD OF TRANSACTIONS" 

NEW TYPES: AID INVENTORY CONTROL 
' CALCULATE CHANGE 

AUTOMATIC PRICING- ^ 
CHECK CLEARING 




1-52 



USING THE CASH REGISTER 

1. FILL OUT THE SALES TICKET 

2. RING THE SALE ON THE CASH REGISTER 

■J 

3. ACCEPT MONEY "FROM CUSTOMER 

4. LAY MONEY ON TH^CASH REGISTER 

5. MAKE THE. CORRECT CHANGE . 
"6, GIVE CUSTOMER THE RECEIPT 

7. PUT MONEY IN DRAWER • - • 
8/ CLOSE DRAWER 



THE C&SH REGISTER DRAWER 



r 



> 





« 




/ 


9 # 


< 

• 




-CHECKS & 








/ } 




, ^ — UAR6E BILLS 


TWENTIES 


* TENS 

V 


FIVES 

* • 


/ONES 


% 


* 


» a 


• 


* 


/' 

t 


• - 




V . 




# 






OTHER COINS ' 


•QUARTERS 4 

/) . 


DIMES • 


' nickels' 


PENNIES 






— ? *■ 


-y 


V 

< 1 





'I 
< 



Cn 
Co 



I 
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CHECKING DAILY CASH BALANCE 

BEG INNING; CASH REGISTER BALANCE 
PLUS 
CASH SALES 

» 

LESS 

' CASH REFUNDS 
LESS 

SMALL PURCHASES 

4 
EQUALS 

ENDING CASH REGISTER BALANCE 



1 
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UNIT: BUSINESS RECORDS AND PROCEDURES' 
PROBLEM VI - How are checks and charge cards handled? 



Study Questions : 

1. How do I fill-out a check? . 

2. What tilings should I look for before ^accepting a check as 
payment? 

3. How do I check the monthly statement? 

4. Why is credit used by businesses? 

5. What is the procedure for processing purchases made with 
charge cards? 



References : 

1, Teaching Source Units for Cooperative Occupational 

Education Related Class. Department: of Vocational and 
Technical Education, University of Illinois, July, 1974. 

2 * 
3. ' 



Instructional Materials: 



1. BP-VI-INFO-1, Making Out a Check 

2. BP-VI-TM-2, Example of a Good Check 

3. BP-VI-ACT-3, Blank Checks 

4: BP-VI-TM-*4, Ask These Questions When Accepting a Check 

5. BP-VI-TM-5, Would You Accept This Check? 

6. BP-VI-INFO-6, Balancing the Monthly Statement 

7. BP-VI-TM-7, Why Do Businesses Use Credit? 

8. BP-VI r INF0-8, Processing Charge Card Sales 



•3* 
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Interest Approach : Ask the students how many have checking accounts 
and why they have them. 



Learning Activities : 

1. Use BP-VI-INFO-1 to tell students how to make out a check. 
Use B^VI-TM-2 to show another example of a good check. 
Use BP-VI-ACT-3 or blank checks from a local bank to give 
students practice in writing checks. Write on chalkboard 
or give oral instructions on what you want on the check. 

r 

2. Use BP-^VI-TM-4 and BP-VI-TM-5 to discuss what to look for 
when accepting a check. as payment. Additionally, 'the 
teacher could write several checks with mistakes and pass 
them around the room and have students write down what 

' was wrong with each check. * 

3. Use BP-VI-INFO-6 to explain to students how to balance a 
o checkbook with the monthly statement. Do an example on 

'the blackboard or overhead.. 

4. Use BP-VI-TM-7 to discuss why credit is important to 
businesses. - 4 ' * 

5. Use BP-VI-INFO-8 and a credit card machine borrowed from 
A a local , business u to demonstrate how to process a charge 

card sale. Let students practice with machine if class 
size and time allows. 

Conclusion : Draw a big check on the chalkboard and have students 
come up and fill in one part at a time. Other students can 
watch for mistakes. 

Evaluation : As a result of this lesson, students should ^eVtole to: 
1: Fill out a check correctly. 

2. Determine if a check is valid forv payment. 

3. Balance the checking account with the monthly sta/ement. 

4. Explain the procedure for processing a credit card purchase. 
* / J 

5. Explain why businesses 'use credit. 

Optional Learning Activities : 

1. Use a bank teller as; a resource person. * * 



2. Take a field trip to a local bank. 
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Making Out a Check 



1. Use ink. 4 

2. Fill in the date. 

3. Fill in the payee. 

4. Write in dollar amount in figures. 

5. Write out the dollar mount in words. 

6. Draw lines after the payee andjwr itten-out dollar amount so 
that nothing may be added to/these blanks. 

7. Write down on check what it was for. 

8. Repord the check number, date, payee and amount in the, check 
register. 



9. Sign the check. 



EXAMPLE: 



72-227 
739 



PAY TO THE 
ORDER OF_^_ 



■DOLLARS 



tSt FIRST NATIONAL BANK 
AMES. IOWA S0O10 



ERIC 
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i 



EXAMPLE OF A GOOD CHECK 




PAY TO THE 
ORDER OF. 



/OQ 



= < s77.S0 



FIRST NATIONAL BANK 

AMES. IOWA 80010 



1* 



T 
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ACT- 3 




17 
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ASK THESE QUESTIONS WHEN 
— ACCEPTING A CHECK 



Is the DATE correct ? 



Is it written in INlt ? 



Is the PAYEE correct ? 



Are both AMQUNTS correct ? 



Is it SIGNED % 



9 

ERIC 



May I see some IDENTIFICA TION ? 



r 
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Would you accept this check ? 



I'M. * w * »«MU*t.\ a 




llSt FIRST NATIONAL BANK 

|| AMES, IOWA 50010 



!M|MU 
•■••:□? a ro i a ?m: 
i 



"OOL I "A R S 




17. 
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INFO-6 



Balancing the Monthly Statement 



I. a) Start ^with statement balance 

b) Add deposits made but" not credited to account 

c) Subtract checks outstanding ■ (written but not cleared thru bank) 

d) ' BALANCE 

II. a) Start with ^checkbook balance 

b) Add any interest earned . 

c) Subtract any bank service charges 

d) CHECKBOOK BALANCE , 



I.d) and II. d) should be equal. 




If taey are not: 



1. Compare cancelled checks to the statement. 

2. Compare deposit receipts to your checkbook and statement. 

3. Sort cancelled jhecks by check ijumber or date issued and 
compare them to your checkbook. 

4. Check all additions and subtractions in your checkbook. 

5. Be sure that all bank charges have been deducted from you^^" 
checkbook. 

6. ' Be sure that any interest .earned has been added to your 

checkbook. '# w \^ 



If it still does not balance, consult the bank. 



1 7 i 
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WHY DO BUSINESSES USE CREDIT 




Helps to make regular customers. 



Customers become less price 
conscious. ~ 



More convenient for customers. 



Builds customer confidence in the 
business. 
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Processing Charge Card Sales 



Fill out sales ticket. 



Transfer amount of sale to credit card receipt 

Check credit card number against list of bad credit 
cards. 



Use machine to process slip with credit card. , 
Have customer sig^receipt. 



Check signature on receipt against signature on back of credit 
card. 



Return credit card and copy of receipt to the customer. 
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, ^UKXT: BUSINESS RECORDS AND* PROCEDURES 

PROBLEM VII - How are computers, calculators, and other 

business machines utilized by an agrl- 
+ i • 

business? 



Study Questions : 

1. What are some types of business machines? 

2. What is a computer? 

3. What can a computer do? * * 

4. What ate the parts of a computer? 

5. c • * 
6., 

Reference and Materials: o 

1. BP-VII-TM-1, .Business Machines 

r , / 

t j 

2. BP-VII-TM-2, Sections of a Computer 

' / / 

Interest Approach 0 ; H^a^tjjdents list/ all the businesses or persons 

c ^ ' ' < - / / ' - 

in 'town who haveXjaicrocomputers.; ' 

\ / • / 

Learning Activities : < \ L 

V / 

' 1. Use BP-VII-TM-l to discuss/ the different types of .business 
machines and' their uses* j 

* * / 

2. Lead a discussion\on wha£ a computer is and. how they can' help 

, agribusinesses. Use BP-VII-TM-2 to^show the sections of a 

c&mputer. \ / f 

3 i • " " Jv 

Conclusion ; Summarize by emphasizing how important the computer ,is 
becoming to agribusinesses and quickly review the basics, of the 

c 

computer. 

Evaluation : As a result of t^is lesson, students should be able to: 

1, Explain why adding machines and calculators are important to 
businesses. 0 * 



Oh * 



± * 4/ 



^0 



r 
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\ 

2^/ List the three main' parts of the computer ♦ 



Discuss what a computer can do. 



A. 



/ 5. 



r 



6. 



9 

Optional .Learning Activities : 



1. Give students practice in operating adding machines by 
cooperating with business teacher. 

2. Use a resource person to demonstrate a microcomputer and' 
explain what they can do. 



& - 
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BUSINESS MACHINES 



adding machines 
cash registers 

typewriters 
tape recorders 

microcomputers 
el&fronic calculators 




copiers 



dictaphones 
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&-VII 



168 



TM-2 



SECTIONS OF A COMPUTER 



INPUT & OUTPUT 



MEMORY 
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UNIT: BLSiNESS RECORDS^AND PROCEDURES 




PROBLEM VIII - How do businesses determine the price 
for merchandise to.be sold? * 

! v 

Study Questions : 

1. What things influence wholesale and retail pricep? 

2. What are overhead coJfcs? 

3. What are merchandising costs-? ' 

4. What is markup? 

r 

5. What is markdown? ^ 

6. " ' 

References and Materials : % 

1. Business Procedures in Agricultural Occupations, Depart- 
. ment of Agricultural Education, Iowa State University 

4. ' ' 

Instructional Materials : f 

1. BP-VIII-TK-i, What Things Affect Prices? 

2 % BP-VIII-TM-2, T^pes of. Costs. 
13. BP-V.IIl-INEO-3, Overhead Costs. 

4. BP-VIII-TM-4, Merchandising Costs. 
•5. BP-VIII-TM-5, Calculating Markup. 

6. $P-VII]/-TM-6, Markup Varies Because Of: . 

7. BP-VIII-TM-7, Why, Markdown? 

8.. BP-VIII-TM-8, 'Calculating Markdown. * : 

9. BP-VIII-ACT-9, BP-VIII-INFO-10, Markup and. Markdown Work- 
sheet, Key 

• <» * • 

/ v 
Interest Approach : Have the class take an item and tell what pric 

they would set on it if* they w£re a business manager. 

* • "• 

Learning Activities : . . ■ 

* 1. Use BP-VIII-TM-1 and BP-VIII-TM-2 to discuss what affects 
prices' and the different types of costs. 

:. • • u - .. ' 
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2. ^Break the class into small groups and have them list as 
many overhead costs as they can. Use^BP-VIII-INFO-3 as a 
source to- 'compare their lists to. 

3. Use BP-VIII-TM-3 to discuss merchandising costs. Compare 
♦and contrast merchandising and overhead costs. 

4. U$e BP-VIII-TM-5 and BP-VIII-TM-6 to discuss markup. 



5. USe BPtVIII-TM-7 and BP-VIII-TM-8 to discuss markdown. 



\ 



6. Use" BP-VIII-ACT-9 to give students practice in calculating^" 
markup and raarkdo«$jfft~ K ^ ' * 

t 

Conclusion ; Take a SOE project and apply business pricing ideas 
\ to i% to help students get a clearer understanding. 

Evalaation Criteria : As a result of this lesson, students sfiould 
be able to: ^ 

1. List factors that affect retail and , wholesale -prices . 

2. Explain the difference between fitfed and variable costs. 

3. ' List some types of overhead costs. 

4. List some t^pes of merchandise costs. 

5. Explain the difference between overhead and merchandising 
costs. 

6. Calculate markup. * ^ 
7j Explain factors that go into determining markup. 

8, Calculate markdown. \ 

4 \tf 

1 

9. List factors that cause business to mark down prices. 

Optional Learning Activities : „ ^ 

Jt 1. Take a field trip to an agribusiness and ask the owner/ 
manager to explain their pricing method. 

2. 



.V 
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J 
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* « 

WHAT THINGS AFFECT PRICES? 



SUPPLY AND DEMAND 

♦ 9 

J 

V 

COMPETITION 

VALUE OF GOODS DUE TO TIME, PLACE, FORM 
^AGRICULTURAL PRODUCTION-PRICE CYCLES 

f* 4 i * 

r i 4 

PERISHABLE CHARACTERISTICS 6f AG PRODUCTS 

* 

BUYER PSCHOLOGY: low price means low quality 

underpricing 



odd prices - $,9.95 



multiple unit prici 



n\ - 



3 for $1 — 



r 



VOLUME OF "BUSINESS } 
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TYPES OF COSTS 



FIXED - 




CO.STS THAT STAY ABOUT 

> 

THE SAME OR LONG TERM 
COSTS THAT CAN rfE 
ACCURATELY PREDICTED 



EXAMPLES - insurance, interest, taxes, 



depreciation, etc. 



VARIABLE - COSTS THAT CHANGE WITH 

TIME, VOLUME OF BUSINESS, 



ETC 



1 



EXAMPLE^ - product to be sold, 



/ 




containers, labor, 
transportation, etc. 



9 
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OVERHEAD COSTS 



WAGES AND SALARIES 
RENT 
• TAXES * 
INTE'REST 
INSURANCE 

SUPPLIES ' 
i 

SERVICES PURCHASED 

'BAD DEBTS 

• TRAVEL 
» *- 

^COMMUNICATIONS 
r REPAIRS 

DEPRECIATION 

\ 

PROFESSIONAL SERVICES 
THEFT AND" LOSS 
OBSOLETE PRODUCTS 
OVERSTOCK OF ITEMS 

o _ 

STORAGE ' ^ ' 

ACCOUNTING 

• 7 . 



Is 



m 
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MERCHANDISING COSTS 



ADVERTISING 



DISPLAYING MERCHANDISE 



SALES COMMISSIONS 




SALES PEOPLE 
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CALCULATING MARKUP 



DEFINITION - The amount added to the cost 

to make the selling price. 



$ markup 



$ cost 



— % markup 



/ ' 
EXAMPLE: 




Retail price = 
Cost =r 



$3 markup 



$10 cost 



$13 
$10 



\ 



$3 markup 



30% markup 



i 
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fj/l ARKUP. VARIES BECAUSE OF: 




turnover rates 
competition 
Jegal regulations 
controls by suppliers 
customary prices 
sales promotions 
customers concept of value 
theft or loss 



/ 



s 



er|c 



1 
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* ' ■ WHY MARKDOWN? 

* * • ♦ 

Changes in wholesale prices 
Changes in competition 




Quantity purchases 



Promote other items in the store 



. 



Style Changes 



Handling and storage damage 



Poor judgment in ficst pricing 



Poor advertising and promotion 
salesmen ' 



Overstocked s » * 



Poor color, sizes, quality, etc. 



-1 ^ v> * / 
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CALCULATING MARKDOWN \ 

1 

DEFINITION - The reduction in retail price of 



a piece of merchandise. 



$ markdown 



% markdown — 



/ 




New Price — 



$ sale price 



Old price 



9 
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100% + % nVarkdown 



EXAMPLES: 



$4 markdown 




25% markdown. 



M $1 



$ 1 6 sale price 



» ' "It, ; ♦ " * 

$20 6 Id priae? 

■ — 'V ■ "3: 

1.00% + 25% ,;. 



$'16 new price? 



BP-VIII U9 - - ACT-9 



MARKUP AND MARKDOWN WORKSHEET 



Figure the selling price on the "f ollowing items. Use the 
markup on cost system and figure the cost price as the whole- 
sale price plus freight. c 

a. A 20 ton car of feed @ $89.00 per ton * " 
with freight at $3.00 per ton and a 12% , , 
markup. # \ ; /ton. 

*- * * * ' 

b. 25 bu. alfalfa seed @ $23'. 00 per bu., '43 

-no freight. Markup d*t 15% on cost. * ^ ^ u 



' 50 - * 1 gallon cans of oil. Total' / , . 

• invoice charge was $110.00 plus $10 
freight. Markup at 33-1/3% of cost. *.* % /gal 



2. Cost per ton • $ Markup *, % Markup on Cost 



$50 - * $10* 

$70 • * $10 

$90 . .$10 



s 



3. An t item that sells fjor $2*iQ has "been overstocked #&nd .thW * * 
9 manager decides to reduge^he selling fcricQ^of tfiis # item* • ^ 

by ^102 t^o *try to move tJHitf product. * Whar is the^ew ^sell- 
j; u ing price aftjer'-the lOt reduction? ^ • * 

* * 1 , /'* * • - * • • % 

* 4 * * * V % . . . <* » * 

f. • . * • *' *i ~- * • 

4;° 4 A ton of feed^pJLus the freight^charges cost a cfealej: $80.00 
He plans to use. a 20% markup on cost. What is the selling 
price per ton or, this freed? * v - 

. ■ • • \ 



5. Rats damaged some bagged fe£d that normally sells for $12.50/ 
bag. The feed dealer decides to discount these bags $2.50 
each. What is the percent markdown? * 
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Key for Markup and Markdown Worksheet 
\ 

1. a) $ markup = n% SQ m m $ ^ 

$92 cost . . 

selling price 53 $103.04/ ton 



" b) = 15% so markup -$3.45 

$23 cost " 

selling price = $26.45 



c) $ markup m 33 „ 1/3% so markup = $40#00 

J?1ZU COSt _ - 

J$160 total selling price = $3.20/gallon 



2. 20% 
14.29% 
11.11% 

'• 1 • 

3. New price = $2,50 = * ? ?7 

L00% + 10% ~ * # ' 



4. $96/ton 



$2.50 
$12.50 Z0/ ° 
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UNIT: ORGANIZATION AND OPERATION OF 
AGRICULTURAL BUSINESSES (OB) 



Problem Areas Included: 

OB-I. What do I need to know about the vocabulary of business? 
OB-II. Where would I fit into* the business organization? 

OB-III. What do I need to know about the operating expenses of an 

agricultural business? 

«• * 

OB-IV. Whajt are the source? of the money an agricultural business 
needs to meet operating expenses? 

OB-V? How do businesses manage to have the right amount of each 

product available at the time when the customers want them? 

OB-VI. What happens if a customer wants to pay later for supplies 
needed now? 

OB-VII. What "role do filing systems play in the operation of an agri- 
cultural business? 

OB-VIII. How does a b/usinessperson advertise to perspective customers 
what agricultural supplies and services the company ,has to * 
offer? 

OB-IX. What do I need to know about displaying agricultural merchandise 
in the store? 

OB-X. ^ What do I need to know about how a business manager keeps 

track of all the money coming into^ and going out of the business? 

OB-XI. How can I utilize my time on the job most efficiently and 
productively? 
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1. Business 'Procedures in Agricultural Occupations. 1967. Department , 
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2. Cooperative Vocational Education. 1972. State Department of Vocational 
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3. Dictionary of accounting terms. cl970. Southwestern Publishing 
Company, Cincinnati, Ohio. 

4. Gibson, Terry and Trisha Day. 1976. Appeals. University of Wisconsin , 
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^ UNIT: ORGANIZATION AND OPERATION OF AGRICULTURAL BUSINESSES 

PROBLEM I - What do I need to know about the vocabulary of business? 

2Stions : 



1. Why is it important to know business teftnirfology? 

2. What does "knowing business terminology" involve? ' 1 

3. How can I expand my business yoca&ulary ? 

9 

Reference Materials : 

1. Long, Don L. , -J. Dale Oliver and Charles W. Coale'. 1979. 
Introduction to Agribusiness Management. McGraw-Hill Book 
Company, New York. 

2. Dictionary of accounting terms, *cl971. , Southwestern* Publishing 
Company, Cincinnati, Ohio. 



Interest Approach : Ask students' if .they know the* story of the Tower 
of Bab6l. Read the short description of the legend (INFO-1) 
with the students, or have- students recount the story. T « 

• * 
Learning Activities : * 0 \ 

1. Act out t^ skit*, Computer Babel (ACT-2). The script may 
be given to thq players in advance "to allow them some 
preparation time. 

'2. Divide the class into small groups and discufes the impprtance 

of terminology using the question sheet (INFO-1) as a guide. 

j> • » 

3/ View the transparency (TM-3) summarizing the importance* of 
terminology and what "knowing terminology" involves. ' ( 

4. View TM-4, and work through the activities which will intro- 
duce the vocabulary for -Problem Area II (ACT-5, ACT-6, ACT-7 
and ACT-8). ' . N ' ^ . ' 

The activities correspond as follows to the TM-4: ♦ „ ^ 

1. Put the words in prominent places - ACT-5 - have 'Student 
place the words around the classroom, give 'each stuctent a 
sheet to take home. m , 

t * 9 





* 7 
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* 




• 


2. Practice writing - ACT-6 






3. Concentrate on only a few - explain to students that new 
words and terms will be introduced with each problem area. 






4. Associate the terms with key words 

5. Work together . ACT ~ 7 

ACT— "8 

6. Practice using in sentences k 




V 


/ 

Conclusion: Summarize the problem solution by having students list 
on the blackboard reasons why knowing terminology is important, 




1 


what knowing terminology involves, and ways in which new 






vocabulary words can be learned. ^ 






Evaluation Criteria: Evaluate the outcomes of instruction in this 






problem area by observing each student's ability to; 


i 


i 


(NOTE: This evaluation will be on-going throughout the unit.) 






• 

1. Define and* interpret words and terms used in business which 
are introduced within a given problem area. 


• 


• - 


2. Spell these terms and words correctly. 
. ' 3. Use these words and terms correctly in sentences. " 

Optional Learning, Activities: 

1. Students develop crossword puzzles using business terms and 
their definitions. 

2. Students construct a bulletin board featuring the new words 
and terms for each problem area as they are introduced. 






3. Conduct "spelling bees" and "definition bees" throughout 
the unit. 

4. Have students find the new terms and words in the business 
section of the newspaper or a news magazine such as Time 
or Newsweek or an agricultural magazine such as Wallaces 
Farmer or Farm Journal. 


4 


• 


* * 

s' 0 * 
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The Tower of Babel 



INFO-1 



(^fef^ce to the* ski.t, ' "Computer Babel") 

r 

Legend has it that a grand tower was being built in the city 
of Babel, but the tower never got very far off the ground, Every- 
■one working on the project spoke a different 
lafi^uage, so' the workers could not follow 
directions, the architects could not under- 
stand the wo'rkers 1 questions, and the 
workers, could not coordinate thei^t&sks. 

(Skit.- see OB r I, ACT.-2)J 




Discussion Questions to Accompany Computer Babel 



1. What is the main problem in the 
meeting between the swine producer 

^and the computer prograipmer? 

2. Does the swine producer have 
^ confidence in the programmer? 



3» What do the swine producer and 
, the programmer think of each 
other?" 

4.. Do you think that the -computer 
programmer would be able to 
make the computer do .what the 
' swine producer yfcnts it to do? 

5. How dpes this scene compare 
to the legend of the Tower of' 
Babel? 
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Players: 1 



Trops : 



Scene ; 



186- • ( > ACT-2 

COMPUTER BABEL 
(A Skit) 

# 

Narrator;; Computer salesperson, 
Swine producer, and Computer 
programmer 

Name cards for all players, 
desk, chairs^ notebook and pen 
for programmer , coffee cups 

Office of Computer programmer;* 
Computer salesperson -h^s 
brought the swine producer to 

the office to discuss the programs he/she would like 
for the newly, purchased computer* 




NARRATOR (N) 




A swine producer, (student's name) , has just purchased 
a microcomputer from this salesperson,-* (student's name) . 
The swine prOtiucet has come into the office to' order 
some programs to be written for his/her swine .* 
production operation by the computer programmer, 
(student's name) . Unfortunately, Jhe swine producer ^ 
knows nothing of cc*raputer terminology -ancl the m \ 
prc ^amme r/tcriows nQthing of swine production ' 
terminology . Let's see what is happening at their 
first meeting . . . 



COMPUTER 
SALESPERSON (CS) 



COMPUTER 
PROGRAMMER (CP) 



(Introduces the swine producer and the programmer.) 
•I'll go and get some coffee, why don^y'you two 
go ahead and get started? (leaves to get coffee) 

(sitting at desk with -notebook)' .Well, I '11 n^d 
to know some things^tftTout. your cqmputer before I 
'begin* » First, how many byt.e4'does it have? 



SWINE. PRODUCER (*SP) : Bftes!? I don't kikpv anything about bites, 

but it sure, can chw up a dot^of 'those disk 



things. 



< 
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ACT-2 



1 




CP: 
SP: 



No, b-y-t-e-8, bytes. That 
means how much memory; 

Memory? 

^ 



SP: 



CP: 
SP: 



4 

CP: 
SP: 



CP: 

SP: ~ 

CP: 

SP: 
CP: 
SP: 
CP: 

SP: 



Never mind, I'll ask* the sales 
person. - Just explain what 
you would like your computer 
to do. x 

I've been thinking about an 
AI program and . . . 

(interrupting) Ai program? I only write programs in Basicl 
NO, Artificial Insemination, AI! Anyway, it certainly would 
be handy to have the computer keep a 'schedule of the sow herd's 
cycling. 

ThisMs amazing, your pigs ride bicycles?! 

(exasperated) I said cycling - don't you know anything about 
swine production? 

(embarrassed) I'll have to read up on cycling. Why don't you 
tell me "something else yoa way the computer to do? 

I'd like the computer to -calculating index 'to help me in 
culling the herd. 0 

Wait a minute, the computer can't talk - how can it help you 
call the herd. 

/ 



Not call ... CUlL. (getting angry) ■ 

Oh. Well, what is the formula for this index? 

I use the size of the loin-eye of litter mates and . . . * 

(interrupting again) Now is the loin eyJ the left eye or the 
right eye? . - 

(very angry and 'getting ^up to leave) .-You don't know anything 

about sVine production ... I'm going to find somebody who 

can talk ;'pork"! (Starts out the door' as CS returns with coffee.) 



ERIC 



OB- 1 



188 



ACT-2 



CS: 
SP: 
CS: 
CP: 



( Where are you going?* 

I'm leaving and you can keep your computer 1 ' (leaves in a huff) 
What did you say, you numbskull?!' 

I didn't say .anything ... He/She didn't know a thing about 
the computer, I couldnit-ta-lk to someone like tha^M 



THE END 
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TERMINOLOGY IS IMPORTANT 

Knowing business terminology will help you: 

1. understand what is going on 

2. gain credibility with customers 

3. §arn respect of employer and peers" r 

4. get the job done correctly: you WHI be able to 

f 

take directions carry out directions, 
give directions ask questions. 




i' 



Knowing terminology involves: 

1. being able to spell the terms correctly 

2. being able to define or explain the terms to someone else 

3. being able to use the terms correctly In sentences, 
conversation and business situations • / 
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Shortcuts to Building Your 
Business Vocabulary 

'.I s . 

1. Put the words in prominent places where you 
will see them often. n. 

2. Practice writing the words and terms correctly. 

3. Concentrate' on only a few new words a| one time - don't 
overwhelm yourself. 

t 

4. Associate the terms with key words, examples, 

word origins, etc*. * ^ • 

5. Work together, 



6. Practice using the words in sentences. 

7. USE the new words and terms every chance you 
get - both in and out of the classroom. 
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KEEP- THESE WORDS IN SIGHT 



ACT-5 



Cut out the words below and tape them in prominent places at* 
home or at school where you will see them every day (e.g., on the 
bathroom mirro$, in your locker, on your bedroom door, above your 
♦desk, on the refrigerator door, on your notebook, etc.). Write the 
definltioh on the back for words that are difficult for you, 



LIABILITY v ' 

-■• ;..-v 


CORPORATION ' 

' t 


•COOPERATIVE " 

*> 

— T ~ *> - 


SOLE • " . 
- PROPRIETORSHIP 


* 

CAPITAL 

* 


* : 

* . 

" MANAGEMENT 


I 

PROFITS . 


• • PARTNERSHIP 
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ACT-6 



SPELLING POHWER IN BUSNESS TERMINOLOGY 



l^EJ 



Circle the business terms in the lefthand column tjjat are 
misspelled. Write all the terms correctly in the righthand column. 




0 



LIEBILITY 
COOPRATIVE 
PROFITS 
CORPORATION 
- CAPITOL 

PARTNERSHIP * 

MANlGEMINT 

SOUL PROPRIETORSHIP 
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SPELLING POWWER J TJ BUS^ESS TERMINOLOGig 



ACT-6 



(Arcle the business terms in the lefttta»d column that are 
misspelled. Write ail the terms correctly in the righthand column. 




PROFIT^ - 
CORPORATION 
CAPITOL ♦ 
PARTNERSHIP 
MANIGEMINT 



SOUL PROPRIETORSHIP 




G-QRPQRATXQN 



hip) Sole. P*6P*T&r6RsHx P 





^ O 



OB-I 



194 



ACT-7 



ASSOCIATE NEW TERMS WITH KEY WORDS 



The new terms for this problem are listed below along with some 
suggested key words which may help you to remember the meatfin$**a£— 
the words as they are used in business. Divide the clatfs into small 
groups and have each student explain one term to the others in the 
group and give a key word to help in remembering the term. Use a 
glossary of business terms or a dictionary if you need help. 



Term 

SOLE PROPRIETORSHIP 



LIABILITY 
PARTN ERSHIP 

PROFITS 
CORPORATION 

COOPERATIVE CORPORATION 

f 

MANAGEMENT 



Think of : 

SOLE « SOLITAIRE 

One person playing cards , one 
person owns the business 

BIL = BILL 

A debt, responsibility for debts 

Profits and losses divided into PARTS 
shared by two or more persons 

• Wealth or resources 

Money in your .pocket 

CORPSE « a body, a lot of people working 
as one body 

COOPERATION = working togethe^f to help 
each other 

'MANAGE « control or guide 
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ACT-8 



DO YOUR SENTENCES MAKE SENSE? 



Fill in the blanks in the following- sentences with the correct 
word or tevm using the list at the bottom of the*<page. 



1. The wealth or resources that are invested^ in a business, (money, 
equipment, buildings, etc.) are known in the business world as 



2. A major disadvantage of the 



, way of 

doing business is that each partner is legally obligated to pay 
for the business debts made by the other partner or partners. 

3. In general, most -of the customers who use the services of a 

type of- business are also the 

owners of the business. 

4. The stockholders of a ♦ have voting 

power proportional to the number of shares of stock they own. 

5. The objective of an agricultural, business is to make a 

• from* the sale of agricultural 

supplies and services. 



Choose the correct terms from the 
following list: * 

SOLE PROPRIETORSHIP 

CAPITAL 

MANAGEMENT 

PROFIT 

CORPORATION 

COOPERATIVE 

LIABILITY 

PARTNERSHIP 
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DO YOUR SENTENCES MAKE SENSE? |CCY 

Fill in the blanks in the following sentences with the correct 
word or" term using the, list at the bottom of the. page , 

1, The wealth or ..resources that are invested in a business (money, 
. equipment, buildings, etc) are known in the business world as 

2, A major disadvantage' of the ^A^TA/B/^S^mf^ way of 

doing business is .that each partner is legally obligated to pay 
for the business debt's made by the other partner or partners, 

3, In general, most of the* customers who use the services of a- 

type of business are also the 

owners* of the business, 

4, The stockholders of a CO&f*OAA7!ZOM have voting 

0 

power proportional to the number* of shares of stock they own. 

5, The objective of an agricultural business is to make a 

jPftQ FJd '/* from the sale of agricultural 

supplies and services, 



Choose the correct terms from the 
following list: 

SOLE PROPRIETORSHIP 

CAPITAL 

MANAGEMENT 

PROFIT^ 

CORPORATION 

COOPERATIVE 

LIABILITY 

PARTNERSHIP 




UNIT: ORGANIZATION AND OPERATION OF AGRICULTURAL 'BUSINESS 
PROBLEM II - Where would I fit into the business organization? 

Study Questions : 

1. Why are businesses organized? c 

2 . Wtjg^ are the functions of an agricultural business? 

3. What are our common ways in which businesses are 
organized? 

4. How do I identify the chain of authority in a business 
organization? ^ * ' 

5. What does th£ business expect of me as an employee? 

6. What should I expect of the company I work for? 
7. 

v, 

8. • 

References : c 

1. Center for Research 'and Leadership Development in Vocational 
and Technical Eduation, The Ohio State University. 1965. 
Organizations and Functions bf Agricultural Businesses. 

2. Ohio Agricultural Education Curriculum Materials Service. 
1976. Agricultural Business Supply and 'Service. ? 

3. Department of Agricultural Education, Iowa State* University. 
1967. Business Procedirfes in Agricultural Occupations. 

4. 

> • ' 

Instructional Materials : - % 

1. 0B-II-INF0-1, What does "organization"^ mean? 
\ - 

2. .OB-II-TM-2, How can I recognize where I fit into the • 
business organization? 

( ,3. OB-II-ACT-3, What do agricultural businesses in your 
community^o for their customers!/- 



4 



. OB-il-INfO-4, What are- the functions of an agricultural 
business? ' 



OB-II . Qft 



5. OB-II-INFO-5, Four common types of business organizatior^ 

6. 0B-II-ACT-6, Comparing the four common types of business 
organizations 

7. 0B-II-ACT-7, What are the advantages and disadvantages of 
each type of business organization? S 

8. 0B-II-TM-8, Patterns of authority structure 

9. 0B-II-ACT-9; Who is responsible to whom? 
10. OB-II-ACT-10,' Look at your job description * 



11. 0B-II-INF0-11, What should I expect from my employer? 

12. 0B-II-ACT-12, What does the business offer to me, the 
employee? 

13. 0B-II-INF0-13, Employee incentives 

14. 0B-II-ACT-14, Questions far discussion of employee incentives 

15. OB-II-ACTr-15, How are employees evaluated? 

16. 0B-II-ACT-16, What would your decision be? 

Interest Approach : Introduce the problem area by examining the mean- 
ing of the word "organization 11 . Ask the students to define 
organization. Use INF0-1 as a basis for class or small group 
discussion of business* organization. Emphasize the importance • 
of recognizing and carrying out your role as an employee within 
the business organization. 

Learning Activities : , 

. 1. After students have explored the concept of business 
organization, introduce the five study questions to be 
addressed in solving the problem, "Where Vould I fit into 
the business organisation?" by viewing TM-2. 

2. Examine the functions performed by -agricultural businesses 
in your community with ACT-3. Do Part I as a class. 
Provide access to telephone directory, phone to call local 
chamber of commerce, etc. Divide the class~~lnto~ groups 
• for Part III Provide each group with a large sheet of ' 
% newsprint and felt-tip pen. ,Have each group choose a • 

different agricultural Jpsiness and have a group secretary 
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record the functions identified on^fc-tar^nawsprint . Then tape 
these around the room and have one person from each group 
present the group's list. Compare the lists the students 
haye compiled with the one found in INFO-4. Discuss any 
functions that were pot identified. 4 

,3., Remind students that businesses are organized to derive 
an income from the sales of goods and services. Point 
oat that capital investment, risk assumption, distribution 
of profits, and management can be handled through a variety 
of organizational structures. Compare and contrast the 
four common type's of business organizations using JNFO-5. 
Assist students in completing ACT-6 and ACT-7 individually, 
in small groups, or as a class. 

4. Every employee should be able to determine the chain of 
authority in the business. Present the three common 
patterns of authority structure in businesses (TM-8). 
Give students practice in charting authority structure 
with ACT-9. Discuss the questions on ACT-9 as they relate 
to identifying authority pattern§„in an agricultural 
business . 

• 5. Have students analyze and write a Job description with ACT-10. f\ 

•6. Discuss personnel policies using INFO-11. - Emphasize that 
just as the business expects certain .things fro;n its 
. employees, -the employees expect certain thing? from the 
business. Have the students distinguish between obliga- 
tions and incentives. Have students rple play a perspective 
employee and employer discussing personnel policies (ACT-12) . . 

7, Have students read INFO-13 and then .discuss questions in 
ACT-14. 



7 



8. Divide students into small groups and use brainstorming 9 
techniques (ACT-15) to compile a list of criteria an 
employer mighj: use in evaluating the performance of an 
employee (ACT-15), Then have students evaluate the case 
studies in ACT-I6 and make a decision in each case. 

Conclusion : Summarize the problem area by asking students how' they 
can recognize where they would fit into a business organization. 
Have them respond orally or write the points- on the blackboard. 
Then view TM-2 again. 
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Evaluation: As a result o.f this lesson, students should be able to: 

4 

* / 1. Explain the need for business organization. 

2. Recognize the functio ns pe rformed by agricultural businesses, 

3. Assess the four common ways companies may be organized to ' 
. do business. 

# y 

4. Identify the chain of authority in a business organisation. 

*"""" r • » 

51 Analyze specific -g^ties and responsibilities contained in 
"a job description. 

6. Explain employer obligations to employee and employee ^ 
1 incentives. 

/ * 

7. Describe evaluation criteria used within a system for 
promoting, transferring, and germinating employees. 

8. ~ ' 1 

Optional Learning Activities : 

1. Students survey *local businesses to determine personnel 
policy. Class develops survey .f^rm to use.* 4 

* * 

I. Have a panel of local agricultural business owners and 
. * employees discuss « the way in whiclj their .businesses 

are organized and opdrate. Students should prepare some 
. questions beforehand. \ 

3. Use blank forms (ACT- r^ACT-18, ACT-19) to develop ' 

vocabulary building exercises for business terms in this , 
probleifi area which- student^ find difficult. 
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WHAT DOES "ORGANIZATION 11 MEAN? 



JNFp-1 



The English word organ comes from the Greek word for tool. An 
organ is a 'structure designed to perfcgnn a specific function. 

9 

For example, a dairy cow f s heart is designed to putnp blood, its 
stomach is designed to digest the type of f ood ^eaten, < its udder 
is designed to store and deliver milk. The vefb "to organize" 
means to arrange' into a structure designed to perform a sfceQific 
function. An organization is a systematic struCtujp which allows 
individual things or persons ta interact as a unified whole in 
performing a specific function. 



9 

ERIC 




A dairy cow can be considered as an organization ^biological 
organizations, however, are usually called organisms) • The 
function of a dairy cow is to produce milk. The dairy cow is i 
organized to get this job done.. Each organ in the cow performs, 
a specific portion of. the overall job of producing milk. The 
structure of the dairy cow is "designed so 'that the .activities of 
the separate organs are coordinated into a milk-producing system. 
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INFO-1 . 




An agricultural busiiiess is also an organization. The function of 
a business is to unite people with- resources in order to derive 
an income from the sales of goods or^services. * Businesses are 
organized to get this job done. Everyone in the business organi- 
zation has a role to play in generating the income. The structure 
of a business is designed so that* the activities of the individ- 
uals are coordinated intO'-a^rof itable merchandising system. 
As an employee in an agricultural business, you are expected to 
perform a specific portion of the overall function. It is im- 
port ant to recognize where you fit into the busirtess organization 
so that you can effectively perform your special role and realize 
your full potential. 

Co^ider the following questions about the dairy cow and discuss 
how these concepts apply in a business organization. 

1. Could the cow's stomach do the heart's job? 

2. Could the ,stomach do its job without the heart? 

3. How are the activities of the cow's separate organs coordinated? 

♦ 

4. What happens when one of the organs fails to do its job? - ^ . 
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TM-2 



HOW CAN I RECOGNIZE WHERE I FIT INTO THE BUSINESS ORGANIZATION? 



1. Identify the overall function of the business and the subfunctions 
performed by each of the individuals or departments within the 
business, 



2, -Identify which of the 'four common types of business organization 
- your company represents, 

3, Identify the chain of authority within the business - How are the 
activities of i ndividuals, coordinated so- that they act as a 
unified whole? 

4, Analyze The specific duties and responsibilities contained in your 
job description - What does the company expect of" you? 

5, Know the personnel policies of your company - What should you expect 
of the company? * 

' " « 



\ 




SUPERVISOR 
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ACT-3 



WHAT DO THE AGRICULTURAL BUSINESSES 
; IN YOUfc COMMUNITY • 
DO FOR THEIR -CUSTOMERS? 

P-art I.. Make a list of. the agricultural businesses in your community. „ 




Part II. 



The overall function or gpal of ^ach of these agricultural 
businesses is to derive an income from the sales o*f 
SgVicultural goods and services. Each business actually 
performs many subfunctions which contribute to this overall 
goal. For example, a fertilizer supply business must 
order fertilizer from the manufacturer, store *the A ferti-' 
lizer, mix the fertilizer to customer specif ication\, 
give advice on proper use of fertilizer /'and deliver^ 
and spread the fertilizer. Choose one* of the agricultural 
businesses in your community. List at least six sub-^ 
functions performed by this agricultural business. 
Compare your list with the one found on INFO-4. 




-C- 
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OB-Il/ ?05 XNFO-4 

WHA| ARE THE FUNCTIONS OF AN AGRICULTURAL BUSINESS? 

A. Overall function: To make a prtffit through sales of goods and 
services, ^ 

B. Subfunctions which contribute to overall function 

1. Assembling supplies for customers to buy/ 

2. Transporting supplies to customers. 
• 3. Processing supplier for customers.* 

4. Sorting,' "grading or standardizing supplies not previously 
^clastified by the manufacturer or wholesaler v 

5. Storing supplies until customers desire them. 

6. Packaging supplies for customers. * 

7. Advertising available supplies. 

8. Selling supplies. 

9. * Providing information on proper use of fhroducts sold. 

10. Providing miscellaneous services, such as advising about 
planting or spraying. . ? 

*<■ 

11. Providing the capital to opiate a business, 

12. Assuming the risks of operating a business. 



Source: * Center for Research and Leadership Development in Vocational 
and^Technical Education,/ The Ohio State University. 196$. 
Organizations and Functions^ pf Agricultural Bu§i^fess. 
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FOUR COMMON 'TYPES OF BUSINESS ORGANIZATIOl 



INFO-5 




SOLE PROPRIETORSHIP 

Business Owned by One Individual 

Owner is Liable for 100% of 
Debts 

Owner Gets Profits 

Owner Determines Policies 




GENERAL CORPORATIONS 

Business Owned by 'Stockholders 

Each Stockholder Liable Ottly Up 
to Amount Invested 

Profits Shared Among Stock- 
- holders in Proportion to 
Stock Held , 

Policies Determined by Common 
Stockholders and Board of 
Directors 




PARTNERSHIP 

Business Owned by Two or More 
Individuals 

£ach Partner Can Be Held feiable 
for 100% of Business ? s Debts 

Partners Share Profits (Usually^ 
in Proportion to Share in 
Capital Investment) 

Partners Determine Policies by 
Voting (Voting Power 
Proportional 'to S^are in 
Capital Investment) 

9 




COOPERATIVE CORPORATIONS 

Business Owned by Member-Patrons 

Individual Liability Limited to 
Amount Invested 

Patrons Sharfe in Profits on a 
Patronage Basis 

Policies Determined by the Member 
Patrons and Board of Directors 
(One Member - One Vote) 



SOURCE: Adapted from Ohio Agricultural Education Curriculum .Materials 
Service, 1976, Agricultural Business Supply and Service, 
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J* 

Features 
Compared 


Types of^gusiness Organizations \, 


Sole ; 
r ropnecorsnip 


' Partnership 


General Corporation. 


Cooperative 
Corporation 


Who owns the 
business? 






> 




How is the 
business* financed? 

* 


• 


r 


* 


• 


How is voting 
conducted? 






• 




r 

Who manages the 

^company? 


• 






♦ 


Who gets the 
profits? 


* 


* 




- r 


Who is liable * 
for the debts? 






* 





Source: Adapted from Ohio Agricultural Education Curriculum Materials Service. 1976, Agricultural 
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Business Supply and Service. 
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Features 
Compared 


, . : r - * ■ 

Types of Business Organizations 


Sole 
Proprietorship 


. Partnership 


General Corporation 


Cooperative 

PnTnoTP t"ion 


Who owns the 
business? 


The individual N 


The partners (two 
or more) 


The stockholders 


The member-patrons 


How is the 
business financed? 


Individual invests 
private capital 


Partners invest 
private capital 


stocks are aold , each 
share representing a 
stafeed amount of invest- 


^» 

Meifiber-patrons buy 
shares in the co-op 
corporation 


now is voting 
conducted? 


None needed 


c 

Usually be partner's 
share in capital 
invested 


ment 

By shares of stock 


Usually one member, 
one vote 

— -v- 


Who manages the 
company ? 


The individual 


s 

The partners 


Board of Directors 


Board. of Directors 


Who gets the 
profits? 


The individual 


The partners, in 
proportion to capita 
invested 


The stockholders, in 
proportion to stock held 


The 
patrol 


/ 

atrons on a 
'iage basis 


Who is liable 
for the debts? 


The individual is 
liable for 100% 


Each partner is 1-iab 
for I00%of the detfts 
incurred by the busi 


„e Each stockholder is 

liable only up to 
ness amount invested 


Each i 
is li 
to am 


4 

iember7patron 
ible only up 
Dunt invested 


Source: Adapted from Ohio Agricultural Education Curriculum Materials Service. 1976. Agricu! 

Business Supply and Service, ' J 
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OB-II 209 ACT _ ? 



WHAT ARE THE ADVANTAGES AND DISADVANTAGES 
OF EACH TYPE OF BUSINESS ORGANIZATION? 



sole Proprietorship 



' Advantages 



Disadvantages 




SOLE PROPRIETORSHIP 



PARTNERSHIP 




Advantages 



'Disadvantages 




PARTNERSHIP 



2 



9>"\ 



^7 



OB- 1 1 



211 



WHAT ARE .THE ADVANTAGE AND DISADVANT/fcgS 
OF EACH TYPE OF BUSINESS ORGANIZATl/ 




ACT- 7 
KEY 



V 



SOLE EROPRIETORSHIP 



Advantages 



Disadvantages 



Simple to organize, ma nage, Difficulty 'in obtai ning 
and dissolve; Profits taxed large amSunts of capital^ 

responsiblity tor all . 
decisions; unlimited 



only once; Your own boss; 

9 T."im1ted government : 

regulation; little or no 
organization costs; 
privacy; relatively high 
credit ratings 




liability; lacks i ncentiv %QLE PRO p RlETOR sHIP 
for best employee; 

business is dissolved when owner difes 



PARTNERSHIP 




PARTNERSHIP 



Advantages 

Permits specialization 
of duties among partners; 
greater financial strength * 
than individual ownership; . 
.less government regulation 



Disadvantages 

Danger of disagreements 



.among partners; possibility 
of weaken" management from 
divided atif-horify among 
partners; unlimited lia^lity; 



than corporation types; 
desire of partners to carry 
their share often results 
in more profits. 



possible dissolution of 
business by. death* of one 
partner. * 
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ACT- 7 
KEY 



GENERAL CORPORATION 



Disadvantages 

Closely regulated by state 
^ and federal governments; « 



inability of large corporatior 
to maintain dccrcc y; highly 

taxed; profits double-tax^ NERAL CORPORATIONS 
(both corporation and stockhQlders.pay__tax) ; 




Advantages 

* 

Limited liability; 
relatively e^sy to obtain 
^capital by sealing shares 
of stock} hac porpotua l 
life; considered a leg al 
entity70wners cannot be 
sued; ease o£> fcrai^sf erring Lower credit rating than individuals or 
ownership; standard procedures partnerships; tend to be impersonal; lack 
protect stockholders; * k 'of uniform state ^corporation laws. * 

flexibility of business. 

COOPERATIVE CORPORATIONS 




Advantages 

Reduces tfad effects of 
of lack of competition; 
ufctenpijjproves member's 



Disadvantages 

...Frpqnpnt failure to <pay - • 
adequa te salaries to attract 



COOPERATIVE CORPORATIONS does not have profits 



double .taxed like other * ' 
corp&ations; permits • 0 . 
close, control of operations 
by members. 



* 



and hSld superior' managers ; 

i ____ - ^ 

failure or memEers to '* 

pa tronl ?p °t.hpir. roops, c^ereby 

reducing volume and profit^; 

takesf 1:oo long to make a 

decisions, ususally; board 

,of directors frequently 

untrained and inexperienced 

for their <pol icy -making 

responsibilities. ^} . 



2 
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•PATTERNS OF AUTHORITY STRUCTURE 



WEDDING 
CONSULTANT 



if 



. DELIVERY 



OWNER/ 
"MANAGER 



DESIGNER 



WHEEL 



sXLes 

CLfRK 



(example illustrated: a small florist business) 



Appraiser 
Salesman 



Broker- 
Manager^ 



Administrative 
Se%fetary 



Accountant 



Urban Realty 
Manager 



Appraiser 
Salesman 



Appraiser 
Salesman 



Appraiser 
Salesman. 



Farm Realty, 
Managed 



Appraiser 
Salesms 



LINE and StyFF • 

(EXAMPLE ILLUSTRATED! A FARM REALTY BUSINESS) 



X 
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TM~8b 



Office 
Manager 



V Secretaz-y 



PATTERNS OF AUTHORITY STRUCTURE 



Sales 
Clerk 




STOCKHOLDERS 



Board of 
Directors 



Manager 



Distribution 
Manager 



Lime & Fert. 
Spreader 



Feed Delivery 
Driver 



Mill 
Manager 



Grinder- 
Bagger 



Grinder- 
Bagger 



LINE 

(EXAMPLE ILLUSTRATED*?" A FEED & FERTILIZER SUPPLY BUSINESS) 



SOURC^: OHIO AGRICULTURAL EDUCATION CURRICULUM MATERIALS 
SERVICE, 1976, AGRICULTURAL BUSINESS SUPPLY 
AND SERVICE, 
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f 

WHO IS RESPONSIBLE TO WHOM? 

There are many people involved in running a school system. 
Just as in' a business organization, authority and responsibility^ 
are partitioned and delegated and the activities of individuals 
are coordinated through an established chain pf authority. Draw 
a chart of the pattern of authority in your school system. Try 
to include the following in your chart: Students, Principal, 
Superintendent, Secretary, Teachers, Librarian, Maintenance crew, 
•School Board,- Taxpayers, Cafeteria Sta^f, Bus Drivers, Student 
Council- . - 




1. Which of the three patterns does your chart resemble? 

2. What sort of things determine who has authority? 

3. Why is the authority delegated? 

4. What are some of the responsibilities and authority at 
each level of your chart? 

5. What would happen if someone assumed authority beyond what 
is delegated in the. authority pattern? 

6. If you were a new employee in an agricultural business, how 
would you, determine where you fit into the chain of authority? 




OB-II t 216 ACT-lO 

LOOK AT YOUR JOB DESCRIPTION 

Below is a job description for an agricultural chemicals ware- 
house persbn. Discuss what the business expecta of this employee 
and what types of qualifications such &n employee would need. What 
responsibilities does this employee have that no other employee 

♦ 

might have? % , # 

Agricultural Chemicals Warehouse Person 

The warehouse person will be responsible for maintaining 
an accurate inventory at all times; storing compatible 
chemicals in proper temperature; observe all safety 
regulations in storing and handling chemicals; provide 
an appealing display area and arrangement; operate and 
maintain storage, handling and transfer of equipment. 
Will be under supervision of the assistant manager. , 

Write a job description for a job you have heldi (If you have 
not been employed previously, write a job description for your 
teacher's job.) 




r 
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SHOULD I EXPECT FROM MY EMPLOYER?* 



-INFO-1L 




A. ^ Legal Obligatdons of all Employers* 

1. Socia^ Security Contributions 

/ 2. Minimum Wages v 

3. Unemployment Insurance "Contributions 

4. Workmen's Compensations Contributions • 

5. " Compliance with Safety Regulations 



B>* Employee Incentives Provided by many Employees: 

1. Group *Life Insurance 

2. Health and Accident Insurance^ 

3. Pension Plans 

4. Employee Discounts v 

5. Vacations 

6. Recreational Activities 

7. Borfuses 

8. Commissions 

9. Profit-sharing Plans * " 

C. A definite System for Employee Evaluation 

1. Fair Criteria for Periodic Evaluation of Performance 

2. In-service Training May be Included 

3. Opportunity v for Prpmotion and Advancement 

V 
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OB-II ?18 ^ ACT-12 

WHAT DOES THE BUSINESS OFFER TO ME, THE EMPLOYEE? 

Make a list of some important questions a ^perspective employee 
would want to ask the employer about company personnel policies. 
Use these questions to act out a portion of a job interview. 
Have one student assume the role of the perspective employee 
asking the questions about personnel policy, and have another 
student play the r^le of the employer. You may want to have 
several pairs of students role play so that all the questions 

J 

get asked. 

Some important questions to. ask about personnel policy are: 




r 
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INFO- 13 



. EMPLOYEE INCENTIVES 



Employers often furnish their employees with benefits in 
Addition to their regular salary* These items can be extremely 
valuable to an employee. It is to the worker's advantage that he 
knows exactly what benefits are given him by his exployer and how 
they are administered. Listed below are some of the more common 
fringe benefits. 

Sick Leave ; In many cases a business will allow their employees a 
certain number of days per year for sick leave. That is, when an 
employee is ill, he may take time off from work d^thout losing pay. 
This is a privilege that should not be abused. Pretending illness^ 
to gain a day off is looked upon by employers as being dishonest. 
Often these days, if unused, can be 
accumulated to a certain point and 
s'aved in case of major illness. This 
could be important to the person who 
wou^j have to miss work for an extended 
period of time. 



\ 



\ 



) 




Hospitalization Insurance ; Along wittr 

sick leave, hospitalization insurance 

is another benefit offered to {jrotect^ 

employees in case of illness or- 

accident. In most cases, when made 

available, the employer either pays all 

of the premium or shares the cost of the % 

insurance with the employee. The insurance can cover a variety of 

items, but most .usually includes hospital, surgical, and medical costs 

• * ° 

of illness or accident. 

f 

Time Off: Time off with pay is a benefit that varies widely from 

— 

company to company. Most firms, however, do allow air employee time 
off with pay for vacation. This is usually offered only after an 
employee has been working ?or the company a specified period of time. 
The length of vacation allowed depends on company policy and length 
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* s 

of service. This benefit is usually not extended to/part-time 
workers. 

Other days off are sometimes allowed with pay. These might 
include holidays, election day, jury duty, and -death or illness in 
'the family. As with vacations, this benefit is usually not extended 
.to part-time workers. 

Security Plans; . Many industries operate pension plans separate from 
and in addition to the Social Security, Plan sponsored by the federal 
government. The funds for these independent pension plans are usually 
provided entirely by the employer. or may be on a 'cost-shared basis 
with the employee. Other security items sometimes offered by employers 
are severance pay in which a lump sum is paid to an employee when 
leaving the employ of a firm and subsidized savings plans in which 
the company contributes a certain amoiint> for each dollar saved by an 
individual. 

Bonuses; In some cases companies give year-end bonuses to employees. 
These usually amount to a portion of the individual's salary, such 
as one month or a portion of one Aonth, one week, etc. The purpose 
of these bonuses is to reward employees for their efforts in* helping 
the business earn profits throughout the year. 

Another benefit sometimes provided by employers in the profit- 
sharing plan whereby the company shares with employees the profits 
earned by the business. In some cases this is done by offering 
employees shares of the corporation's stock. • 



SOURCE; Jordan and VoegAi, 1972. An Activity-Based Curriculum for 
Occupational Orientation. Alton, Illinois, 
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QUESTIONS FOR DISCUSSION OF EMPLOYEE INCENTIVES 
(FRINGE BENEFITS) 



ACT-14 



1. What fringe benefits have you received on past jobs? 

Z ; ^FTrlnge ^eneFi"ts""were * n 61T ^£t&c&fri~"\tt8B~~S8i&Tte& ~ wtrtd"" probablx * 
be higher. Do you think fringe benefits are worth this 
difference in salary? Why or why not? 

3. If an employee is allowed five (5) days of sick leave each 
year, should he take the days even if he is not sick? What 
reasons can you gi'fre for your answer? 

4. If you had the choice of your^ f irm°providing you with hospitali- 
zation insurance or paying the same amount in regular salary, . 
which would you choose, and why? 

5. Which would you consider to be the most valuable fringe benefits? 
Why? , 



6. For what reasons do employers 
offer employees fringe benefits? 

7. What effect might security 
plans have on your future? 
What influence would se- 
curity considerations have 
on your decision to remain 
on a particular job? 



8. Under what circumstances might n 
an employer be justified in 
awarding a year end bonus to one 
employee and not to another? 

9. How do you suppose a profit- 
sharing plan would benefit employers? 



10. Part-time workers are not usually ex- 
tended as many fringe benefits as full- 
time employees. <Do you believe' this to 
be a fair practice? Why: 



Source: Jordan and Voegeli. 1972.- An 
Activity-Based Curriculum for 
Occupational Orientation. Alton, 
Illinois. 
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HOW ARE EMPLOYEES EVALUATED? 

In your brainstorming group, think of as many criteri 
you might use as an employer in evaluating the performance 
emp loy ees _ ( [e . g , . , Is j:he emp loy e e_on_ t imej?)^ 
List the criteria for evaluation in the 
space below. 



0 



OB-II 223 ACT-15 

Supplement 

BRAINSTORMING 

Purpose: To have students generate (within a short time frame) as 
< ° many ideas as possible in relation to a broad topic or 



r 



— — — a~sp^cl f i C "prob Tern . No - value Judgments may v be made by 

students fn relation to another student's input. (Comments 
such asj^hat's stupid," "that's dumb," "that's a good * 
idea," are no-no 1 si) 

Encouragi creative thinking to take precedence over 

♦ 

practical thinking. All suggestions should be recorded 
for later discussions and/or modification. 

Procedures: 1. Explain the purpose of brainstorming to the class. 

2. Announce to 'the class members they will have a 
short time frame to work (within 3-5 minutes). 

3. Also explain to the class that no student-to- 
student interchange may occur - all remarks 
should be # directed to the recorder who records 
the idea without commenf (the recorder may be a 
Student or the teacher) . 

4. Divide class groups into small. groups (groups of 
12 members work best). * 

5. Assign a -recorder in each group (or have a group 
select its own recorder) . 

6. Assign a group leader (or have the group select 
a leader). The leader must see to it that no idea 

\ _ . is criticized, evaluated or reacted to. 

« 

7. Assign the problem or topic, 

8. A follow-uu of brainstorming is necessary. This 
may be accomplished through the use of a discussion 
group. At this point, evaluation of the ideas 
generated during the brainstorming session may be 
rank-ordered or expounded upon. 

9. Optional: Make this a contest with a prize for the 
group that comes up with the longest list,*' 



Source: Dr. Joe Townsend 
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WHAT WOULD YOUR DECISION BE? 



ACT-16 



Read the following case studies and then make a decision as 
indicated. 



1. 



Bill wprks as a delivery person for Acme Feed Store. He 
figures that Mr. Jones, his employer, will never know how 
long it took him to make a delivery so he often hurries through 
his royte- sometimes being careless, sloppy and rude to the 
customers and then he takes the "extra" time he saved to go 
home for a short nap or over to the local cafe to- have £ coke 
with his friends. Several times customers have been kept 
waiting because the truck was n ? t back in time to make another 
delivery before the store closed for the day. Mr. Jones saw 
the truck parked outside of Bill's home at 3:30 p.m. yesterday 
and today he has called Bill into his office. What do you 
think Mt. Jones should do? Fire Bill? Give him a second 
chance? Transfer him to the warehouse? Why? Do you think 
Bill understands where he fits into .the business? 




Mary works as a salesperson in a farm supply store. She has 
been taking night courses in business and farm management at 
the community college. Mr. Smith, her employer, has noted 
that she always arrives on time and is neatly attired. 
Several customers have remarked to Mr. Smith how friendly 
and helpful she has been to them when they were in the store. 
Mary has worked at the store for six months and it is time for 
her first evaluation. What do you think Mr. Smith should do? 
Increase her salary? Transfer her to the warehouse? Promote 
her to assistant manager? Why? Does Mary understand her 
role in the business organization? 
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KEKP THESE WORDS IN SIGHT 



ACT- 17 



Cut out the word, below and tape the. in prominent placee at 
home or at achool where you vlll .e. tha. ^-d ja ^,g;- r o« the'" 
bathroom mirror, in your locker, on your bedroom dogr, above your 
deak, on the refrigerator door, on your notebook, etc.). Write the 
definition on the back for word, that are difficult for you. 
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ASSOCIATE NEW TERMS WITH KEY WORDS 



The new terms for this problem are listed belowi Suggest' 
some phrases or kev words which may help you to remember the meaning of 
the words as they are used in business. Divide the class into- small 
groups and have each student explain one term, to the others ,in the 
group and give a key word to* help in remembering the, term. Use a 
glossary of business terms or a dictionary if you need^elp. 

Term Think of: 
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UNIT: ORGANIZATION AND OPERATION 
OF AGRICULTURAI^BUSltiESSES 

PROBLEM III: What do I need to kpow about the operating 

expenses of an agricultural business? 

Study Questions : 

1. What are the major operating expenses of an agricultural * 
business? * 

2. How can employees affect the operating expenses? 

3. Which operating expenses affect the employees directly? 

4. *Why should I be concerned with minimizing operating expenses? 
5. 

References and Materials : ' 

1. OB-III-ACT-1, Where does the money -go? 

2. OB-III-TM-2, Where does the money go?" 

3. OB-III-ACT-3, How* can employees affect operating expenses? 

t 

4. OB-III-ACT-4, Investigations into business expenses. 

Interest Approach : Have students complete the pie chart of business 

expenses, ACT-1. Use a telelecture (or have a local business person 
visit the class) to interview a local business person (this 
resource person should be contacted beforehand and ^asked to prepare 
for the call) about the company's expenses. (Questions could be' 
handled as, "Approximately what percentage of your business 1 s income 
goes to employee salaries? 1 ' etc.) Fill in the' pie chart on TM-2 
from this information. (Alternatively, the instructor may want 
, to obtain the information from a business person and prepare the 
* transparency master or a hook and loop presentation before the 
class.) Have students compare their estimated charts with the 
one completed with the help of the resource person on TM-2 (or * 
the Kook and loop tfoard) . Discuss points on which student's 
estimations were dramatically different from those provided by the 
business person. 
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Learning Activities : 

1. Ask the students which items in ACT-1 they would like to 
see occupying a bigger slice of the pie if they owned a 
business. Which ones would they Like to see as the smallest 

V " slices "xyf ■ rtTe"*plier? ~" Discuss- 'hoxrTnakitrg ' sorar slices "'sn^lTer 
would allow others to be incfkased (e.g. if utilities were 
smajl^r, maybe bonuses could be larger; if insurance costs 
were less K maybe salaries could be more). Ask students to 
explain in their own words how operating expenses, besides 
salary, affect employees in the business either directly or 
indirectly. 

2. Ask students what things make a difference in the amount of 
premium payments they or their parents pay for auto insurance 
(e.g. number of claims filed for that individual, speeding 
tickets, other traffic violations, age, good grades, etc.) 
Discuss how a driver's behavior can afifect the amount of money 
expended on insurance. They have students complete ACT-3. 

3. Divide students into small groups and have them work on reports 
with ACT-4. Students may want to prepare information sheets 

to give to other, class members when they present their reports. 

Conclusion ; Ask students to explain in their own words why an employee 
should be concerned with minimizing operating expenses. 

Evaluation : As a result of this lesson, students should be able to: 

1. " List and describe the major operating expenses of an agricultural 

business. 

^2. Explain how employees can affect operating expenses. 

3^. Recognize the importance of being duly concerned about minimizing 
operating expenses. 

Optional Learning Activities : 

Id Have an insurance company Representative speak to the class. 

2. Have students fill out personal income tax forms. 

3. Have students pretend they are employed in a local farm supply 
center and prepare an insurance program for the manager stating 
the amount of protection to be carried, the cost of the 
insurance, and the major provisions of the recommended policies. 
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WHERE DOES THE MONEY GO? 



ACT-1 



Divide up the pie chart below according to your own estimation 
of how the incbme from an agricultural business is spent* Begin' by . 
assigning a percentage to the following items (add othergj if you think 
they are necessary) and then mark off the pie chart and label it. 



Expense Item 

t 

Employee Salaries^*^ 

Taxes (e.g. real es\ate, income) ^ 

Insurance (e.g. fire, motor vehicle) 

Social Security^ Workman's. Compensation 
Contributions f 

Maintenance of Buildings & Equipment 

Utilities (electricity, water, heat) 

Inventory 

Employee Benefits (e.g. paid vacations, 
-vsick days, employee insurance, bonuses) 

Advertising and promotion 



Percent of Tota l Expenses 




2U 
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V OB-III 231 , ^ TM-2 , 

JWHERE DOES THE MONEY GO? 

A pie chart reflecting j the ^ 
expenses of a local agricultural 
business. 
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HOW CAN EMPLOYEES AFFECT OPERATING EXPENSES? 

List at least two things en employee 4 could do to hAp reduce' 

each of the following expens.es. List at least two things an employee 

coui?d do to cause an increase in these expenses. The first one is 
done as an example* _ t 

* 

ACTIONS THAT 'COULD ACTIONS THAT COULD 

REDUCE EXPENSE INCREASE EXPENSE 

1. Maintenance of Building & Equipment 

Being conscientious in cleaning Damaging equipment • through care 
.equipment properly. .less operation. 



2. v Fire Insurance Premiums 



3. Utility Bills 



4. Employee Accident Insurance 



5. Inventory 
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INVESTIGATIONS INTO BUSINESS EXPENSES 



Choose one of the following topics and work as" a group to 
prepare a brief (5 minutes) report. .Your investigation into thfe 
topic may take you to the library, local business establishiflfijits, 
government offices, etc. Be sure you include a definition of the 
topic, the amount of money which might typically be spent on the 
item by a business, any laws v or regulations affecting your topic. 



Fi^re and Extended Coverage Insurance 

Motor Vehicle Insurance 

Liability Insurance 

Workmen's Compensation 

Social Security 

Income Tax 

Real Estate Tax 

Depreciation of Buildings & Equipment 
Group Employee Insurance Pla6s 
Life Insurance 
Utilities 
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UNIT: ORGANIZATION AND OPERATION 
OP* AGRICULTURAL BUSINESSES 

PROBLEM IV - What are the sources of the money an agricultural 

business needs- to meet operating expenses? 

Study Questions : 

1. What are the sources of credit for agricultural businesses? 

2. What is financial soundness?,- 

3. How is financial soundness measured? 

4. What are ownership equity ratios? 

5. What are the complete income and expenses incurred in an 
agricultural business? 

6. What is a financial statement? 

7. How is a complete income and expense budget prepared? 

8. Why is financial soundness important to an employee in an agri- 
cultural business? 

9. 
10. 

References and M ater ia 1 s : 
1. 

2. 




\ 

E valuation : As a result of this lesson, students should be able to: 

1. Explain the following credit instruments: checks, drafts, 
promissory notes, secured transactions, warehouse receipts, 
bills of lading, releases, and satisfactions. 

2. Recognize the sources of agricultural credit. 

3. Interpret a financial statement explaining the parts of the 
statement of operations and the balance sheet. 

A. Distinguish business "f inancial soundness and methods for measur 
it. 
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5. 



Calculate ownership equity ratios and current ratios in 
measuring financial soundness. 



6. Identify those complete income and expenses incurred in an 
agricultural business. - ; 

7.. Propose a complete income and expense budget for a farm 
supply business, 

8. 
9. 

Optional Learning Activities : 

1. Bring examples of credit instruments to class, 

2/ Have students compare sources of credit by inviting representa- 
tives of agriculture lending agencies to speak to the class. 

3. Examine the financial statements on comply year-end reports. 



4. Prepare a year's budget for the FFA chapiter, 

5. Prepare a presentation to the manager of a hypothetical or real 
agricultural business showing estimates of additional 0 capital, 
labor, and facilities needed to add a service or related item 
for the public. Use records of sales by departments or 
inventory turnover or both to support the need for the added 
service or item. Present facts the manager would need to help 
reach a sound decision. 
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\ ^ UNIT : ORGANIZATION AND OPERATION OF AGRICULTURAL BUSINESSES 

PROBLEM V - How do businesses manage to have the right amount of 
each product available at the time when the customers 
want them? 

Study Questions : ~^ 

1. Why i^fnventory control important? 

2. What are the methods of controlling inventory? 

3. What information must be known about each inventory item? 

4. What forms and records are involved in inventory control? 

5. What are the proper procedures for ordering, receiving, 
storing and handling inventory items? 



References : 



1. Williams, David L. , ed. 1970. Handling Products and 
Personnel in Agricultural Firms, Agricultural Education 
Division, Vocational and Technical Education Department, 
University of Illinois at Urbana-Champaign. 
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Instructional Materials : 

1. OB-V-ACT-1, Product Characteristics Affecting the Handling 
of Inventory 

2. OB-V-ACT-2, Physical Count Inventory 

3. 0B-V-ACT-'3, Perpetual Inventory 

4. OB-V-INFO-4, Purchase Order 

5. 0B-V-INF0-5, Bill of Lading 

6. 0B-V-INF0-6, Receiving Record 

7. 0B-V-INF0-7, Invoice 
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8. 0B.-V-ACT-8, Completing a Purchase Order 
9^0B-V-ACT-9, Interpreting a Bill of Lading 

10. OB-V-ACT-10, Completing a Receiving Record 

11. OB-V-ACT-U,. Completing an Invoice • 

12. ' 0B-V-ACT-12, Why All These' Forms? 

13. 0B-V-ACT-rl3, Steps and Key Points in Inventory Control 

14. OB-V-INFO-U, Questions to Think About During Field Trip 

15. 0B-V-ACT-15, ^Building a Business Vocabulary 

16. 0B-V-ACT-16, Inventory Scramble 



Interest Approach: ■ Ask students if they have ever gone into a 

place of business to purchase a particular item and were told 
the item was not in stock (a record album or tape, shoes or 
clothes in their size, part for a motorcycle or car, etc.). 
Discuss how they felt as customers. -If it "happened more ' 
than once at the same place how would they feel about that 
place of business? * What did they do when they found out it 
was not available? 

Learning Activities : 

1. Have students complete ACT-1 and discuss* product character- 
istics which have an affect on inventory control. 

2. Explain the difference between a physical count inventory 
and a perpetual inventory and why both are used. 

a. Have the students take a ^jysical count inventory of 
shop or classroom equipment (ACT-2). Emphasize that 
students should be careful in counting number of items, 
noting c^idition and value of each item. 

b. Have students complete the perpetual inventory problem 
(ACT-3) using the situational problem given.* (Alternately 
the KEY to ACT-3 may be used. as an information handout ' 
for discussion.) Point out that there are three common 
types of perpetual inventory systems used in businesses 
nowadays : 

i. perpetual inventory sheets which record all items 
together on one list, 
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' — ii. stock inventory cards on which the sales and 

purchases of each item are recorded on a separate 
card , and 

iii. computer systems, with various types of entry and* 
retrieval equipment (e.g., CRT, or cathode ray 
tube, terminal or line printer) and storage (e.g., 
r disks, magnetic - tape , magnetic ledgers, cards,, 

etc), * > 

3. Have students read about each of the forms and records 
involved in restocking inventory (INF0-5 through INFO-7). 
Compare the information contained on the various forms. 
Note and discuss similarities, e.g., why does the purchase 
order number appear on all the forms? 

4. Arrange to have students fill out a purchase order (ACT-8) 
for some supplies ^needed for the shop, the classroom, the 
FFA chapter, the school office, the school library, etc.* 

If this is not possible, outline a situation and list items 
to b'e "purchased" on the blackboard. 

5. Arrange to have a shipment delivered to the classroom or 
shop. If possible this could be an actual shipment of goods 
ordered by the school. Otherwise the instructor should 

put 'together a "shipment" or goods £ (include some damaged 
merchandise to give students practice in inspecting ship- 
ments). (The instructor shoufS complete the bill of lading 
(ACT-9) to correspond to the arranged "shipment". Use the 
school name or class name as the consignee.) Have students 
role play the parts of a delivery person and warehouse 
. personnel as they fill out the receiving record (ACT-10) 
and interpret the bill of lading (ACT-9). 

6. Have students complete an invoice (ACT-11) as if it had 
accompanied the "shipment" of goods received in the 
classroom in ACT-9 Und ACT-10. 

7. Discuss the importance and interrelationship of all the 
forms, records, and personnel involved in inventory 
con trol with ACT-12. f ,/ 

Conclusion : Summarize the problem area by having students' outline 

the steps and key points which should be followed in controlling 
inventory (ACT-13). (Alternately you may want to use ACT-13, 
KEY, as an information sheet to discuss inventory control 
procedures with students.) 
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Evaluation: As a result of this lesson, students should be able to: 

1. Explain the importance of inventory control, 

2. Describe methods of controlling inventory. 

3. Accurately complete a physical count inventory. 
A. Make accurate entries on a perpetual inventory. 



5. Fill Qut and interpret the following forms: purchase 
order, receiving record, invoice and bill of lading. 



6. 
7. 



Optional Learning Activities ; 



1. 2&ke a field trip (INFO-14) .to observe how an agribusiness, 
in your community handles inventory or use the teielecture 
to ^ntervlew the owner of a local agricultural business. 

2. Obtain a cbmputerized inventory sheet from a local agricul- 
tural business which uses a computerized system. Have 
students examinfe the printout and compare it with the 
perpetual inventory sample form fromACT-3. Discuss the 
advantages and disadvantages of each system. 

3. Have students complete vocabulary and spelling exercises 
. (ACT-15 and ACT-16). * v jT^ 

4. Use blank forms (ACT-17, ACT-18, AGT-19) to develop 
vocabulary building exercises for business terms in this . 
problem area which students find difficult. 

5. Have 'students calculate tjirnover rates of commonly sold 
agricultural merchandise kither from information provided 
in a sample situation or from interviewing a local 
agricultural business person. > 

6. 
7. 
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OB-V ' 240 . ACT-1 

PRODUCT CHARACTERISTICS AFFECTING THE HANDLING OF INVENTORY 

Consider the following items which might 
be sold by an agricultural supplies and 
services business. Answer tfre questions 
below, * k 



SEED CORN 
TRACTOR 
VITAMINS , 
GREASE 



HERBICIDES 
SWINE FEED 
FENCING MATERIAL 
"FARROWING STALLS. 




PARTS FOR CORN PLANTER 

EAR TAGS FOR CATTLE 

IRON SUPPLEMENT FOR BABY PIGS 



1. What time of the year would customers 
purchase these items? 



2. Which items might deteriorate l^f stored for a long period of time? 



3, Which items might become obsolete if not sold during the current 
year? 



4. Which items take up a^lot of storage space? 



5. Which items are usually bought in large quantities? 



6. Jtfhich items are probably requested by many customers? 



Which by only a few customers? m . j 



7. Which items are purchased regularly *by* customers? 



Which are bought only once in a while? 



OB-V 

SEED CORN 
TRACTOR, 
VITAMINS, 
GREASE 
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HERBICIDES 
SWINE FEED 
FENCING MATERIAL 
FARROWING STALLS 




T-l 

IRON SUPPLEMERrYOR BABY PIGS 
PARTS fOR CORN PLANTER 
EAR TAGS FOR CATTLE^ 



8, Which items might have to be ordered from the 
manufacturer or wholesaler well in advance 
of when customers* want them delivered? 




9. Which, items might require processing- before delivery to the 
customer? 



10. Which items might be affected by state or federa^ regulations on 
handling and storage? \ 



11, How could these product characteristics affect the inventory \ 
decisions made in, an agricultural supplies and services business? 




OB-V , ACT-2 

TAKE A PHYSICAL COUNT INVENTORY OF THE EQUIPMENT IN YOUR SHOP 



PHYSICAL INVENTORY * — 

SHEET NO.., 1 

CALLED BY . ._' DEPARTMENT 

ENTERED BY. .._ LOCATION.' 



_ -PAGE 



PRICED BY 

EXTENDED 'BY 

— EXAMINED BY 



CHECK li 



II 

| QU/ 



] 

I 
ii 

' H 



iml 



I 



j!_ 



9 
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QUANTITY 


.- 1 i ~ 1 ■ ■ . — y=T.-_— ■ .. » . ~' 1 li^ — -— — — 

DESCRIPTION 


v 


PRICE * 


UNIT 


EXTENSIONS 
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PERPETUAL INVENTORY 



ACT-3 



Record the following sales and purchases recetvecT on the perpetual 
inventory sheet (ACT-3 page 2). Record the atrazin^ sales and purchases 
on the perpetual inventory stock record card. 



SALES 



ORDERS RECEIVED 





Item 


Amount 


Item 


Amount 


4/1 


Potash 


4,280 lbs. 






4/1 


Atrazine 


50 cans 






4/2 ' 


Seed Corn 


10 bags 




& 


4/3 






Seed Corn 


1,000 bags 


4/4 


DAP* 


5,000 lbs. 






4/4 


Potash 


3,010 lbs. 






4/5 




• 


Potash 


6,000 lbs. 


4/7 


Seed Corn 


100 bags 








Atrazine 


215 cans 






4/7 






Atrazine 


200 cans 


4/8 


DAP 


3,200 lbs. 




* *■ 


.4/8 „ 


Potash 


l,100<lbs. 




• 


4/9 


Seed Corn 


480 bags 






4/10 


Seed Corn 


205 bags * 






4/10 " 


Zinc 


7 bags 


Potash 


6,000 lbs. 


4/11 


Potash 


5,720 lbs. 






4/11 


DAP 


500 lbs. 






4/13 


Atrazine 


315 cans 


DAP 


8*000 \bs^ 


*DAP 


= Diammonium phosphate 










/ 
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Da te 


Atrazine (1 gall ° n 
cans) 


Potash (lbs) 


DAP (lbs) 


Seed Corn < 50 » 
baes) 


7 , (10 lb 
Zinc . v 
baas) 




In 


Out 


Bal, 


In 


Out 


Bal. 


In 


a. 


Bal, 


In 


Out 


Bal. 


In 


Out 


Bal. 


Beginning of 
Month- Balance 


• 




500 






8,000 






9,800 






20 






30 






















1 
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3 

PERPETUAL Itg/ENTORY 

Stock Record Card System' 

(Record of ordered, received and sold for each item, kept on a separate 
card . ) ■- * — 



»ATC 


OA 


OV»*TlTY 

IN 


ouA#rr<Tr 
OUT 


BALANCE 

ON HAM) 


DATl 




quantity 
IN 


OUT 


, ■' 1 1 
•AUNCC 


DATE 


omkr 

on 


ONttrrm 
IN 


QOMrTiTV 
OUT 


lALANCf 

9N MAKO 


OM HANO 
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A— 
















































Atrazine 1 gallon cans 


WIN 








MAX 










* ! * J. 1 1 



A. 



Compare the following three approaches to recording perpetual 
inventory: ^ 

, i • 

^1. ^Irrventory^ sheet system 

2. Inventory stock record card system* 

3. Computerized inventory with CRT (cathode ray tube) terminal 
£or entry. 

What advantages might a stock record card system have when compared 
to a perpetual inventory^ sheet? Disadvantages? 

Which did you find easier to fill out? 

Which contained more information* per item? 

If you were a computer salesperson^ what advantages of a computerized 
inventory system would you emphasize* to convince the manager of an- 
agricultural supply center to purchase a computer? * 
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PURCHASE ORDER 



INFO-4 



A PURCHASE ORDER is a document authorizing a vendor to deliver des- 
cribed .merchandise or materials at a specified price. 



uj^i j i m i*— 



T " T 



The following information is usually contained on a purchase order: 

1. VENDOR'S NAME AND ADDRESS 

2. "SHIP TO" NAME AND ADDRESS 

3. ^PURCHASE ORDER JJUMBER 

4. HOW TO SHIP 

5. F.O.B. (NAME OF LOCATION)" 

6. STATEMENT OF TERMS 

7. QUANTITY OF EACH ITEM 

8. STOCK NUMBER & DESCRIPTION OF EACH ITEM 

9. PRICE OF EACH ITEM z 

10. DATE MERCHANDISE IS REQUIRED 

11. SIGNATURE OF AUTHORIZED INDIVIDUAL IN ORDERING COMPANY 

9V > 
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US 
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BILL OF LADING 



INFO 



A BILL OF LADING is a written contract stating that a carrier has 
received goods from party and will deliver the goods at a specified 
place to the person named on the order. This document must meet 
^requirements of the Interstate Commerce Commission. 



1 ^rj^r^-^^c^.^M^ 




— 



The following information is usually contained on a bill of lading: 

1. NAME OF CARRIER 

2. ''CONSIGNED TO" NAME 

3. DESTINATION 

4. DELIVERY ADDRESS 

5. ROUTE 

6. SHIPPER 1 S NUMBER - 

7. CARRIERS NUMBER 

8. STATEMENT OF TERMS 

9. WEIGHT OF SHIPMENT 

10. DESCRIPTION OF ITEMS IN SHIPMENT 

11. RATE 
12 s CHARGES 

13* SIGNATURE OF SHIPPER AND CARRIER 







-1 




COD - . 
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RECEIVING RECORD 



INFO r 6 



A RECEIVING RECORD is a document describing a shipment of good 
received by the buyer. The receiving recorc^is compared with the 
JL purchase order to veriTy that wfiat was ordered was indeed received, 



RfCCJVINC UJP 





The following information is usually contained on a receiving record: 

1. NAME & ADDRESS OF COMPANY THE SHIPMENT WAS RECEIVED FROM 

2. DATE THE SHIPMENT WAS RECEIVED 

3. TO WHOM THE SHIPMENT WAS DELIVERED S 

4. SIGNATURE OF PERSON RECEIVING & INSPECTING THE SHIPMENT 

5. SOW THE ITEMS WERE SHIPPED (VIA) 

6. PURCHASE ORDER NUMBER OF THE BUYER WHICH CORRESPONDS TO THE SHIPMENT 

7. QUANTITY AND DESCRIPTION OF EACH ITEM IN JUE SHIPMENT AS RECEIVED 

8. MEMOS OR NOTES (e.g., ANY ITEMS WHICH ARE DAMAGED, UNORDERED, etc.) 

9. CHARGES . , 




•tctivmo ftcco»o 



*rccivt**o Ntcofto 



L .. 



«Cf iv.n<1 ft|CO*0 



* [ 

i 

I' 
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INVOICE 



INFO- 7 



An INVOICE is a bill which shows the description, quantity, price, 
terms, and other particulars of goods sold or services rendered. 



i g • c : 



The following information is usually contained on an invoice: 

1. M SOLD TO" NAME & ADDRESS * 

4 

2. "SHIP TO" NAME & ADDRESS 

3. CUSTOMER'S PURCHASE ORDER NUMBER 

4. SALESPERSON'S NAME 

5. STATEMENT QF TERMS 

6. SHIPPED VIA 

$ * 

7. F.O.B. (NAME OF LOCATION) 

8. DATE ^ 

9. QUANTITY DESCRIPTION, UNIT PRICE & EXTENDED PRICE FOR EACH ITEM 
10. TOTAL AMOUNT OF CHARGES FOR ENTIRE SHIPMENT * 



1 — 
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f 
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COMPLETING A PURCHASE ORDER 

p 



ACT- 8 



1 {/ r 3^€y 



Complete the PURCHASE ORDER according 
Lu tjie ypecificat-i^Miy piovideci~by your 
instructor. 



No. 



ABOVE ORDER NO MUST 
APftAR ON AU PAPERS A NO 
PACKAGES RELATIVE TO THIS 
ORDER 



PURCHASE ORDER 



9 



/ / 



Ship ,ia 


ROUTING 


/ 


DATE REQUIRED 


TERMS 


REQUISITION NO 






/ / 





QUANTITY * 



PlEASE ENTER*OUR ORDER FOR GOODS LISTED 8ELOW 



STOCK NUMBER 



DESCRIPTION 



4 



UNIT PRICE 



TOTAL 



. r OPUS O f *OU» INVOICE WITH ORIGINAL ftlU Of IAQ1NO 



purchasing a^ent 



IMPORTANT 

PUASE NOTlft US IMMEOIATEIY If YOU ARE UN A HE TO SHIf COMPLETE 
ORDER BY DATE SPECIFIED 



Q ' 54 Rediformf 

EH]C^<50»et»» IP 154 



DATE RECEIVED 
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ACT-9 



INTERPRETING A BILL OF LADING 
Answer the questions below using the sample BILL OF LADING, ; 



STRAIGHT BILL OF LADING 
OWGINAl- NOT NEGOTIABLE 

DEPENDABLE CART AH F POMP A My 

" - 



1001 



1234 





MM 


»t •«4*«.*« P»m- »*^» •< Arm l«« 




UTI 








i • ; 














^ * 
























' ■ *i 
























































■ f MM 













COD 



come o 

IOTA! 

CMAjG tS 1 

iimui N.K>n — 




1. What is the name- of the company that shipped the goods? 

t 1 



2. What is the name of zh$ company that transported and 
delivered the goods/ 



3. Who ordered the goo4s? 



4. What are the total charges for the shipment? 



5. What part(s) of this document make it a legal contract? 
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COMPLETING A RECEIVING RECORD 



\ 



ACT- 10 



Complete the following form according to the "shipment" you 

r eee-ive— in— the-cl-asa r-oom^ ; 



BtfOUJK) FMIU SUPPLY 
/OO /V1A1/J ST. , 

(999) M9-9999 
[pair. " 



ReCEZl/ZAJG 
FOAM 



iool 



rH*QH*$£~6KS$rt tK) OA} #gm/tA)£D eon* 




-v... 



Couecr 



_j 

l?£/>ifi&:s: Coajdztz.oaj ) ere. 



No.- of 



J* 

feccrko dY: 



E€ StAtfe TO 



\- 



2 



\ 
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COMPLETING AN INVOICE 
Complete t^e following INVOICE as if 
it accompanie d the "ahiprngnti^ ' 



ACT- 



received 'in the classroom for ACT-10. 



INVOICE ' 




BOLD TO 



SHIP TO 



.1 



TERMS 



SHIPPED VIA 



F.OB 



DATE 
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WHY ALL THESE FORMS? 



ACT- 12 



There are many people and 




many other~"l>usrnesses "involved 
i'n the process of inventory 
control in an agricultural 
supplies and services 
business. Using what you 
have learned about the 4 process 
and the records and forms 
involved in inventory control, 
complete 'the following scenarios 



Th,e Jones Agrichemical Center is located in a small Iowa farming 
community. Mr. Jones decided it was time to increase the herbicide 
inventory in preparation for the planting season. He instructed 
his assistant, Joe Smith, to order 1,000 liters of Shurfine f ; 
Herbicide from the Shurfine Chemical Corporation. Joe Smith i 
filled out and authorized the purchase order, but he carelessly 
wrote "10,000 one liter containers" instead of "1,000 one liter 
containers". What do you suppose will happen? ' 



X 



2. Bill Brown is a farmer. He needed some planfer boxes to convert 
his planter for narrow row soybeans, so he called the Reliable 
Implement Company in- Farmtown, about thirty miles away. Sam 
Smith, who works at Reliable Implement, checked „the inventory 
records and told Mr. Brown that they had all the planter boxes 
he needed in stock and he could pick them up that afternoon. 
However, last month,- John fcLack, had taken a physical count 
inventory and. had ^miscounted the planter boxes. Actually there 
' was only one planner box in the warehouse instead of ten, as 

- the inventory records showed. What do" you suppose will happen? 




1 1* n 



4 
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ACT-12 



$3. Mary White works in the receiving room at* the Acme Farm Supply. 
A shipment of animal health products arrived, but Mary was tired 
and didn't take the time to caref ully^inspect the shipment when 
she filled out the receiving record. Two days later it was 



discovered- that all of the bottles in one carton were broken-and 
leaking. What do you suppose will happen?- 




4/ You have* a job in the warehouse at Green's Fertilizer and Seed 
/ Store. What do you suppose your responsibilities in inventory 
' control might be? What would your attitude towards paperwork be? 

What could you do to insure that your responsibilities and duties 

are carried out correctly and^accurately ? 



A 



9~< 
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STEPS AND KEY POINTS IN INVENTORY CONTROL 



ACT-13 



Mary Brown and Paul Jones are 
partners in a farm supply b_u£ jLn&as_ 
. They sell bulk fertilizer, j 
anhydrous ammonia, Herbicides, * 
insecticides , fungicides, and 
seed corn and soybeans. They 
want to be sure and have the right 
amount of everything that th|fr customers 
want at the time they want them. They are 
also concerned about storage space, capttal 
invested in the inventory ,^and handling and 
storage regulations. What procedure should 
Ms. Brown and Mr. Jones follow in order to 
maintain a balanced inventory? 
Outline the important steps they should follow in controlling 
their inventory gj^fill in the key points they should consider 
when carrying out each step in the inventory control plan. 




STEPS 



KEY POINTS 



1. 



2. 



s 



c. 
d. 
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!• KEY (suggested 
STk'PS AND KEY POINTS IN INVENTORY CONTROL 



Mary Brown and Paul Jones are . 
-partners a S a na_sjiji|LL>LJmsjLjn^ 
They sell bulk,.f ertili2er , 



answers) 
«» 



anhydrous ammonia, herbicides, 
insecticides 7 , fungicides , and 

0 

seed corn and soybeans. They 
o want td be sure and have the right 
amount of everything that their customers 

want at the time they watvt them. They are 

/ * ' 

0 also concerned about storage space, capitals 

invested in the inventory, and handling and 

storage regulations. What procedure should 

Ms. Brown and Mr. Jones' fallow in order to 

maintain a balanced inventory? ' 

Outline the important steps they should follow in controlling 

their inventory and 1 fill in the key points they should consider 

when carrying out each s.tep in the inventoi^ control plan. 




STEPS 



1. DETERMINE I^RIODtCALEY .HOW 

" MUCH OF &dH ITEM IN STOCK 

I 



• KEY POINTS 

a. Schedule physical count inventory 
at regular intervals (e .gv^ihonthly) 

b. Note the condition of all it£ms in 
the inventory > 

c* Calculate the value of all items in * * 
*jthe inventory so that capital invested 
d. 1^ known 



\ 



2. DETERMINE THE PROBABLE m 
CUSTOMER DEMAND FOR EACH 
ITEM 



a. Evaluate last year's sales an^lnventory 
records 

b. Consider A/eather and planting conditions 



c. Note any 
d. 



cial predicted insect or 
-weed problem^ in th9 area for this season 



\ 



Decide if newltems should be added- 
or if some items, should not be restocked 
because of ^obsolescence 



4* 
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STEPS- 



ACT-U 
KEY- 



KEY POINTS 



3 DETERMINE WHEN AND HOW MUCH 
' OF EACH ITEM TO ORDER 



4. KEEP ACCURATE RECORDS^ OF ITEMS 
ORDER ED 4 AND ITEMS RECEIVED 

0 



a * Consider amount of storage space 



Consider when farmers will want 
delivery 

c * Note how long it takes for delivery 
from manufacturer or, wholesaler 
Calculate turnover rates of items 
and shelf life * 

e. Consider capital needed -for purchase 

a * purchase orders on file , 

receiving records completed properly 
c * invoices filed 
d. bills of lading filed 



STORE, SHELVE AND SELL 
INVENTORY SYSTEMATICALLY 



a. Will system be first in fi'fst out 
* (FIFO) or last in first out(LIFO)? 

b. Consider product storage requirements 



d. 



6 . KEE? THE INVENTORY RECORDS 
CURRENT K 



a. Records of alL sales on perpetual 
* inventory - ; 

Records of all purchases and *goods 
reciyed on perpetual inventory 

c. Reconcile perpetual inventory with 
physical "count inventory^ 

d. 



\ 




LC 



« p „ 
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— . QUESTIONS TO THINK ABOl^T DURING FIELD TRIP 



' 1. HOW OFTEN DOES THE BUSINESS TAKE A PHYSICAL COUNT INVENTORY? 

* * * 

2. WHAT IS THE TURNOVER RATE ON SOME OF THE MAJOR ITEMS IN THE 

INVENTORY? « ' 

* v % * 

3. ARE THERE ANY ITEMS IN THE INVENTORY WHICH POSE {PARTICULAR 

•* * • * ' \ 

PROBLEMS IN TERMS OF STORAGE, SHELF LIFE, HANDLING, PROCESSING, 
ETC.? 1 o ^ ' \ 

» 

4. how does the manager of the business determine the quantity of 
items to purchase at one time? n 

5. has this business ever had a problem with overstocked or 
understocked items? how did this business handle the problem? 

6. what Procedures are followed in receiving shipments of 
materials. ordered? 

7,, what procedures are followed in stocking the shelves? 

8. 

9. . * 

10. ■ 
* > 

/ 
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ACT-15 



BUILDING A BUSINESS VOCABULARY: 
* r 



INVENTORY CONTROL 



Match the words from the left-hand column 
with their proper definition in the right- 
hand column. 




F.O.B. 



INVENTORY 



BILL OF* LADING 



PURCHASE ORDER 



INVOICE 




RECEIVING RECORD 



TURNOVER 



PHYSICAL COUNT INVENTORY 



PERPETUAL INVENTORY 



a. A list of the actual count, weight 
or measure of all items in stock 
made by actual observation. J 

b. A list of items in stock kept as 
a continuous record of items on 
hand plus items purchased and minus 
items sold. 

c The number of times that an 
inventory >item must be replaced 
(i.e., reordered), in a given 
time period, usually a year. 

d. A list of merchandise on hand, 
ih transit, and in storage. 

e. A written contract stating that 

a carrier has Received goods from 
one party and will deliver the 
goods at a specified place to 
the person named on the order. * 

f. Not having 'enough of an item or) 
hind to meet customer demand. 

g. A document showing the description, 
quantity, price, terms, and other 
particulars of goods sold or 

( services rendered: a bill. 

h. Having more of an item on hand * 
than can be sold. 

i. A document authorizing a" vendor 
to deliver described m^tchandise 
or materials A at a specified price. 

j. A document describing goods 
- received which is then compared 
iwith purchase order and supplier f s ? 
invoice as verification that what 
was ordered was indeed received. 



k. 



OVERSTOCKED 



UNDERSTOCKED 



Literally "free on board"; a symbol^ 
indicating that the invoice cost to^ 
the purchaser includes the cost of 
delivery,. at seller's risk, t.o the 
stated location,: the purchaser K 
assumes transportation and delivery 
costs and risks, after goods arrive. 
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BUILDING A BUSINESS VOCAHUfiARY: INVENTORY CONTROL 



ACT-15 

Key 



e Match the words from the lert-hand column 
with their proper definition in the right- 
hand column.' t 



d , INVENTORY 



BILL OF LADING 



/, PURCHASE ORDER 



INVOICE 



RECEIVING RECORD 



G# TURNOVER 



PHYSICAL COUNT INVENTORY 



PERPETUAL INVENTORY 



OVERSTOCKED 



UNDERSTOCKED 




a. A' list of the actual count, weight 

or measure of ail items in stock 

made by actual observation, 
f 

b. A list of items in stock kept as 
a continuous record of items on 
hand plus items purchased and mir 
items solid. 

c. The number of times that an 
inventory item must be replaced 
(i.e., reordered) in a given 
time period, usually a year. 

d. A list of merchandise on hand, 

in transit, and in storage. ^ 

e f A written contract stating that 
a carrier has received goods from 
one parvty and will deliver the 
goods at a specified place to 
the person pamed on the'order. 

£. Not having enough of an item on 
hand to meet customer demand. 

g. *A document showing the description, 

quantity, price, N*<£ms, and other 
particulars of goods^Sld or 
services, rendered: a bill. 

h. Having more, of an item on hand 
than can be sold. -* 

i. A document authorizing a 'Vendor 

to deliver described merchandise, k 
or materials at a specified price. 

j. A document describing goods 

received which is then compared 
with purchase order and supplier's 

' , invoice as verification that what'' 
was ordered* was indeed received. 

k. Literally "free on baord"; a symbol 
indicating that the invoice cost to 
the purchaser includes the cost, of 
delivery,' at seller'^ risk, to the 
stated location, the purchaser 
assumes transportation and delivery 
costs Sr\d risks. 
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INVENTORY SCRAMBLE 



ACT-16 



Unscramble, the words in the left-hand column and write them 
correctly in the right-hand column. Use the letters which fall 
in the circles to form the missing word in the sentence^below. 



REVONRUT 
KVOESCERTOD 
VCIINOE 
\SHRAPCUE ERODR 
LIBL FO IDLAGN 
TEPPRUAEL NTYNOVIER 
CERGVEIIN CREODR 
DACH^EMSENI 




IT IS IMPORTANT FOR A BUSINESS TO MAINTAIN A 



INVENTORY. 




^ - 



4 



X 



J 
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JNVLNTOrr SCRAM liLi: 



ACT- 1 i) 

KEY 



Unscramble the words in the left-hand column apd write them 
correctly in the right-hand column.- Use the letters which fall 
in the circles to form the missing word in the Sentence below. 

REVONRUT • 'Zll£/±l£y_(£j& 
KVOESCERTOD. ' £ Y. £ £ £Z£ £. £ £(S) 

SHRAPCUE ERODR jl R £ J^)S £. Q & 5. £ g ' 

uii fo idlagn ' (£)TLL. ' AAQXtlG. ! 

TEPPRUAEL NTYNOVIER £>£ &R£ TU AQ XM SI TC2 £ ¥. 



<j CERGVEIIN CREODR 
DACHREMSENI 



IT 'IS IMPORTANT FOR A BUSINES TO MAINTAIN A ^ L_ j£ jh[ D 
INVENTORY. 




3^ 



erJc, 



- * 
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* ACT-17 



SPELLING PO^WER IN BUSNESS TERMINOLOGiS 



Circle the business terms in the lefthand column that are 
misspelled. Write all the terms "correctly in the righthand column. 





OB-V ' -266 ^ 

, 1 \ ACT-i8 



ASSOCIATE NEW TERMS WITH HEY WORDS 



-6 



t 



t The new terms for. this problem are listed below^ Suggest 
some phrases or key words which may help yo * to remember the meaning of 
the words as they are used .in business. Divide the clas* into small 
groups and have each student explain one term to the otheVs in the 
group and give a key word to help in remembering the term. Use a 
glossary of business, terms or a dictionary if you need help. * 

• * 2S«" Think of : 0 • 
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ACT- 19 



\ 



KEEP THESE WORDS IN SIGHT 



Cut out the word. belo. and Mpe theB ln 
hone „ « h00l whete you ^ 

taftK. .irror, in your looker, on your bedroo. door, above your 
**. « the refrigerator door, on your notebook, etc.). W the 
definition on the baok for »orda that are diffiou-lt for yoJ 1 



\ 



V 



^ O *^ 
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UNIT: ORGANIZATION AND OPERATION OF ' 
AGRICULTURAL BUSINESSES 

PROBLEM VI - What happens if a customer wants to pay later 

for supplies needed now? 



c? 



g Study Questions : 

1. * What is a credit policy? 

2. What factors are considered in determining credit risk? 

3. 'How is ^a customer's cred it' rating determined? 
C What types of consumer credit are available? 

5. What is the cost to ,the business of extending customer credit? 

6. What is the Truth-in-Lending Act? 

/ 

» M 4 

7. 

References and Materials : 

1A State Department of Vocational and Techni<yi Education, 
Stillwater, Oklahoma, 1972 / Ccvbperative Vocational 
Education, pp. 51F-76F r 

2. Department of Agricultural Education, Iowa State University, 
Ames, Iowa, cl968. Business Procedures in Agricultural 
Occupations. 

3. , Department of Vocational and Technical* Education, University . 

of Illinois, Urbaaa, Illinois? 1974. Teaching Source Unit^ for 
Cooperative Occupational Education Related Class. * 

' O a 

In terest. Approach : Hand students advertisement for cars from magazines 
Ask students how many of them own a car, how many would^like to own 
a cat^f what kind of car would they like, how many have enough money 
to buy a car. Ask how many students wo&l^f .need to buy a cat on 
'credit* and have students ex-plain what credit means in their own 
words. 



L earning Activities : - ♦ 

\ \ 

1. Have students complete ACT-1 and then write ^>n the blackboard 
the reasons why the agricultural supplies they lis't^d would 
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<5> 



er|c 



be sold on credit rather than for cash. Ask students to 
explain why extending credit to customers is a service; 
discuss the risks a business assumes in extending credit to 
customers. 

/» 

2. Use A€T-2 to begin study of credit policy. Ask students why 
it 'would He importfarTt^f or each employee to know and be abie 
to implement the business f s credit policy. 

3. Have students work in small groups to complete ACT-3 and then 
view TM-4 on the* 6 C ? s of credit. Have students rate them- 
selves in regard to the 6 C\s and haVe them suggest ways in 
which they might improve their own credit rating. 

4. Give students practice in implementing creHit policies througK 
role playing (ACT-fc) * - 

5. ExpfUft the different forms of consumer credit available and 
discuss which forms -^re^most appropriate to agricultural 
supplies and services businesses. Have students complete 
ACT-6. ^ k 

6. Use ACT-7 as c ,an oral or written exercise in the vocabulary of > 
credit. 1 , 

7. Give students practice in calculating interest with ACT-8. *' 

«** 

8. View TM-9 while discussing what costs to the business are 
involved ii\>extending credit. Ask students to explain how 
a business could gej: intq financial problems with a poorly 
thought out credit pol icy or if the business wa s not 
conscientious in implementing its credit policy. ^ 

9. Present fhe Truth-in-Lending Act with TM-10. *S 

f 9 »„. ' 

Conclusion : Summarize the problem area by having students simulate a 
board of directors meeting in which they set up the credit policies 
of a company (ACT-]1). This activity may be done in small group's 



j and then students ^could discuss the similarities and differences 
^ of the policies- set up by each group. 



Evaluation : As a result of this lesson, students should be able to: 

K ' ' C ' 

1. Explain how the credit policies of a company affect its 
isiness. 

\ ' . 

2. /Explain the fac tors, which' are considered in determining credit 
risk. 



• 



2^. • 
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V 



3. m Formulate^the procedure used to determine a customer's 
* . credit r^£ing. 

• .* 

• 4. 'Compare the types of available consumer credit. 

5. Appraise the business, g cost of extending credit. 

6. Compute ^interest charges. 

7. Describe the Tiruth- in -Lending Act. t j ^ 

Optional Learning^ctivi£ies : ^ 

1 1. , Take* a field trip to a credit bpreaa or credit collection 
agency to determine, their records, reporting and credit 
^ collection policies; or invite a local businessperson to 
visit the class and explain the company's credit policy and 
procedures. ^ 

2. Compare the needs for operating capital on a farm in 1981 as 
qpposed to ten years ago and, twenty years ago. Discuss the 
implications for c" us tomer" cfedTt " needs in an agricultural" 
supplies a*nd services business. Have students construct, a 
chart or "^lle.tin feoard showing the operating capital require- 
ments of typical arm over a year's period. Show cash flow, 
and indicate »perip<J qf time and amount of borrowed capital 
necessary' to meet needs. 

3. Have students develop a procedure which may be used for 
collection, of a bill; discuss accounts receivable collection 
procedures; role play a ^salesperson attempting to collect an 
unpaid account from a pastor present customer; nave students 

» write credit* collection lettefs. 

>' , 

4. Develop vocabulary and spelling exercises using blank forms 
(ACT-12, ACT-13, and ACT-14).; . " * . : 
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ACT-! 



WHY DO PEOPLE BUY ON CREDIT? 



Below are listed 10 items frequently used by most people. 
pencils houses 



postage stamps 
automobiles 
refrigerator's 
groceries 



television s^s 
-newspapers 
ice cream sodas 
shoes \ 




1, Which items are commonly sold on credit? Why? 



2, Which items-a*^ commonly sold for cash? 'Why? 



3, List some agricultural supplies which are commonly sold on credit. 



r 



4*. List' some reasons why , a farmer would find it advantageous to buy* , * * c 

\.\ 'these agricultural' supplies on^ credit, . • / 

jf „ * * * • * - \ * . " * > t _ ** . 



• 5, What do* you suppose wodld happen if all agricultural^ supply b^irf^sdsi ^ * . \f 
required their customers, £a pay cash 'for ifcverythimg?** ' • % f ^'i'w*. --tf^W • J 

-^r — .* : = * * — — — : - 



£ ^ VJ 



—a 
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WHAT IS A CREfilT POLICY? *r* 

4 

A POLICY is a definite plan of action selected in light of 
given conditions to guide and determine present and future decisions. 
Policy comes f rom, the same root as police. You can think of a policy 
as being a "polfce officer" that keeps ; your actions and decisions in 
line with your goals and prevents you from making decisions which / 
would keep you from reaching, your goals . An agricultural, business* . 
should have a sound credit .policy that determines all decisions *6n & 
extending credit to customers. Since the goal/of a business is to 
derive an income from the sales of goods or setfyices, the credit policy 
needs to be compatible with making a profit. •# * 

1. Gould extending credit* to customers interfere with the goal of a ' 
* business? Explain. " 0 * * 



2. How could a business be reasonably* 'sure that the credit 'extended 
ft to customers will be paid back? * . 



\.„ 'Should there^ be a time' limit* on when the debt will fcVpaid? Explain* 



[ Should there be sonfe sort Si written agreement concerning repayment?" g p 
Why? < I • * / . 9 ,„ ' 4 • * - • « 



a: 



* .5. Joe \fcmes is 'employed % at a* lumb^et yard. *His v 'T>est friend, .Mik^", comes^ 
\ ^ " in oneday^and wants to charge,, $400. £0 worth** of 'lumber and building - 
p -C • V 4 supples because i^e is^ejiovating an -bid barn. Joe explain^ to* Mike 
\ j ? 9 t^t^c\^ company" pcrilt^&equires fehat ^ud^ome^'s credit i^ating*,^- ^ \ 

*- .'be established and some papers sijfned' be fottfjjthe merchandise can " " ' ^ 
"% be'charged^ /Mike fs in a hurry and wants the supplies right now, % 
so he say.s to Joe, f, Joe, "you know you can trus-t me. Jjist send me 6 
a»bill. I hfyen't.got time for all. that paperwork." What should t 
.Joe dp? ' - * „ * m 

= ; ^ ■ ; ' 



7 
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ACT-3 



\ 



THE SIX C'S OF CREDIT 



Credit is a promise to pay at a future time f<?r something of 
value that is received now. A business assumes a certain amount 
of risk in extending credit to customers and a customer must provide 
some prooj: to the business that the debt will be paid in due time. 
Choose from the list of words below to fill in the missing words in 
the sentences. 



Credit rating 

Conditions 

Cash 

Collections 

Collateral 

Character 



Charged 

Oharge account 
Common sense 
Capacity 
Customer 
Capital 



^Consumption 
Calculation 
Company 
Cooperation 



1. describes a customer's honesty, 

sincere attitude and reputation for paying debts, and general 
moral qualities. # 

2. is a customer^ ability to earn 

money to repay the debt. 

\ 

3. > is the total of a customer's 

possessions of value; a customer should own more than the amount 
of the delbt. * * 



4. " are agreements -between the lender 

and the borrower such as time of payment and amount of interest. 



5. . - are possessions of the customer set 

aside or pledged as security for the debt. If the debt is not paid, 
these become the property of the lender. 

6. v ^ is" the ability to use 

credit wisely. 
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THE SIX C'r, OF CREDIT 



ACT-3 
KEY 



Credit is a promise to pay a*- a future time for something of 
value that is received now. A business assumes a certain amount 
of risk in extending credit to customers and a customer muSt provide 
some proof to the business that the debt wiifcL be paid in due time*.' 
Choose from the list of words below to fill in the missing words in 
the sentences. 



Credit rating 

Conditions 

Cash 

Collections 

Collateral 

Character 



Charges 

Charge account 
Common sense 
Capacity / 
Customer ^ " 
Capital 



Consumption 
Calculation 
Company r 
Cooperation 



CHARACTER . ^ t t_ 

i. describes -a customer s honesty, 

sincere attitude and reputation for paying debts, and general 

moral qualities. 



2. 



CAPACITY 



money to repay the debt. 



is a customer's ability to earn 



3. 



CAPITAL 



is the total of a customer's 



^possessions of value; a customer should own more than the amount 
of the debt. 



4. CONDITIONS 



are agreements between the lender 

and the borrower such as time of payment and amount of interest. 



5 . COLLATERAL 



are possessions of the customer set 



aside or pledged as security for the debt; If the debt is not paid, 
these become the property of the lender. , * 



COMMON 



credit wisely. 



SENSE 



J is the ability toj use 

m 
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TM-4 



CREDIT IS EARNED BJ: 




CHARACW 



CAPACITY 
CAPITAL 



CONDITIONS 



COLLATERAL 



COMMON SENSE 



2;,:: 



9 

ERIC 
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CREDIT ROLE PLAYING 



Usfew youi 



your ^iraaginat ion and creativity to act out the following 

scenes. ^Make up dialogue that reflects sound credit policy and 

the six C's of credit. Add other characters ff you need them. 

y / 

1. Jack Murry operates a small grocery store* One day a strranger, . 
Bob Evans, walks into the store and aslcs if he can buy a week's 
supply of groceries on credit. Mr. Evans says he has just moVed 

\ into town an4 that moving expenses took all his cash,, But he 
' " says th^t he has a good job and should be able to pay the'bill 
in two weeks. " , * f 

2. John Smith bought his soybean seed on credit ten mpnths ago from 
Dependable Farm Supply, but he hasn't paid his bill yet^^Mr. 
Smith comes into Dependable Farm Supply and wants to buy ^some 
swine feed on credit. Bill White works behind the counter and 
when Mr. Smith m4kes his request, Mr* White checks the accounts 
receivable records and notes the unpaid bill. While they are 
discussing the situation the manager, Mary Dependable, comes in. 

3. Sam Jones is a high school junior who is enrolled in vocational 
agriculture courses. He plans to become a partner in his parent 's^ 
1,000 acre facing operation when he finishes high school* % Sam 
wants to purchase a t minicomputer as a farm management tool. He 
goes into the local office supply storje to. discuss buying the 
computer on credit with Ann Brown, the computer salesperson. t 




■ K 



K 



* 



Adapted from: Teaching Source Units for Cooperative Occupational 
Education Related Class. 1974. University of Illinois^ Urbane, 
Illinois. > • 



2'J. 



OB-VI 277 ACT-)6 

TYPES OF CONSUMER CREDIT 
r 

Consumer credit can be either loan credit or installment credit, 
Explain each of the following types of credit sales plans and label 
each either "L" for loan credit or "I" for installment credit. 



1, Bill Smith has an open charge account at* the ^Local lumber 
yard. Every three months he goes in and settles up his 



\ account for all the materials he purchased during) that time. 

2. Mary Jones bought a tractor from* Green's Farm Implement. 
She made a down payment and pays Some on the principal each 
month as well as interest charges on the unpaid balance. 

3. George Brown uses a bank credit card at| the hardware store. 
He receives a bill, each month showing all the purchases he 
made with the' credit card at, the hardware store as well as 
at other businesses. He frays some on the bill each month 
as well as interest charges. 



Joe Black borrowed $500.00 from the bank to buy seed corn. 
He agreed to pay back the entire amount in a single payme 
at the end of three months (plus $75.00 interest). 




List other types" of consumer credit. If you need help, interview 
a local businessperson, inquire at your bank, etc. 



2 (i " ) 

~v f 



/ 
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KEY 

• ' TYPES OF CONSUMER CREDIT V 

Consumer credit can be either loan credit or installment credit. 
Explain each of the following types of credit sales plans and label 
each either "L" for loan credit or "I" for installment credit. 

\ 

L > 1. ■ Bill Smith has an open charge account, at the local lumber 



yard. Every three months he goes in and j?ettles up his 
account for all the material-s he purchased during that time. 

I-' 

Mary Jones bought a tractor from Green's Farm Implement. 
She made a down payment and pays some on the principal each 

r? 

month as well as interest charges on the unpaid balance. 



J 

rar stc 



I- -3. George Brown uses a ban-k credit card at the hardware store. 
He receives a bill each month showings all the purchases he 
made with the credit card at the hardware store as well as 
at other businesses. ^ He pays some on the bill each month 
as well as interest charge's. * 



»' L 4. Joe Black borrowed ^$'500 .00 from the bank to buy seed corn. 

He agreed to pay back the entire amount In a^ single payment ^ 
at the end of three months (plus $75.00 interest). 



List other types of consumer credit. If you need help, interview 

a local businessperson, inquire at your ban4c,_etc. 

e.g. Budget account; revolving- charge account ;mort gage; checking 

account with provision for savings withdrawal in case of overdraft; 

etc. 



^ 
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HOW'S YOUR CREDIT VOCABULARY 



Select the word 'that correctly completes each sentence. 

Discount • * Conditional sales contract Mortgage , * 

Open charge account * Installment buying * Debtor * 

Interest Creditor Credit rating % 

Budget plan<f Finance^charge Security 

Principal Endorser • Uncollectible accounts 

Credit limit Down payment • f Character 

v 
I 

) ■N 

1. A person who signs a note and is responsible for payment if the 

original borrower does not pay is known as an \ . 



2. A ^ is the person who borrows and promises to 

pay later. • ' * 

3. • A ^ is the person who sells on credit or ntekes 

a loan. V * %> " 

4. A person' s-established reputation for paying debts on , time -is known v 

J ■ ; x ' 

5. A ' t is the amount of money 

that a merchant charges to cover the co'St of handling a credit "account. 

6. t is -the method of " purchasing 



something in which one promises to pake weekly, monthly,, or sometimes 
annual payments on it. /* 

•7. An* , - . is, 

*" / » f ' 

a method of purchase whereby the seller agrees to* l^t the buyer purchase 

what he/she-wants during an open period and to pay in full at the end 
of the period. * 

8. The largest amount that a merchant will permit a ctlstoiper to buy on" 
credit is the * • ^ • 

9. Amounts owed by customers who do not pay their bills are 

10. The amount paid for the use of money 'i^s thte ; 

11. The amount of, money borrowed is the ; ' ' 
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HOW'S YOUR CR) HIT VOCABULARY 



ACT- 7 
# KEY ' 



S,elect the word that correctly completes each sentence* 



Discount • * Conditional sales contract Mortgage 

Open charge account Installment buying * Debtor 

Interest Creditor 

Budget plan. Finance charge 

Principal Endorser 

Credit limit Down payment 



Credit rating- . 
Security 

follectible accounts 
racter 



1. A person who signs a note and is responsible for payment if the 
original borrower does not pay is known as an ENDQRSER , 

2. A DEBTOR 



pay later. 
3. A CREDITOR 



is t^ie person who borrows and promises to 
is the person who sells on credit or makes 



a * loan. 



A person's* established reputation for paying debts on 'time is known 
as a CREDIT RATING 



5. A FINANCE 



is the amount oi money 

that a merchant charges to cover jj^cost of handling a credit account. 



CHARGE 
— * 



6. INSTALLMENT 



BUYING 



is the .method of purchasing 



something in which one .promises to make weekly, monthly, or sometimes 



\ 

annual payments* on it. 
An OPEN 4 ' 



CHARGE 



ACQOUNT 



is 



a method of purchase whereby the seller agrees to let the buyer purchase 
what he/she wants-during ,an open period and to pay in full at the end 
of the period. 

8. The largest amount that a merchant will /ermit a customer to buy on 
credit is the . CREDHS^ - LIMIT - t 

9. Amounts owed by customers who do not .pay their bills are UNCOLLECTIBLE 

"ACCOUNTS * 

10. The amount paid for the use of money j.s the 



11. The amount of money* borrowed is the pptmptp^ 
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CALCULATING INTEREST 



ACT-8 



Before you calculate the interest, circle, the letter in front of 
the loan descriptions beloV which you think sound reasonable. See if 
you would change your mind after calculating the cost of borrowing. 

1. Calculate the cost of borrowing the following ton single-payment 
loan: 



a. $500 at 14 J interest for 20 months 



| * . b. $1,000 at 18% interest for 6 months 



^2. Calculate the cost of borrowing the following on installment loan: 

a. $300 to be paid back $25,00 per'month plus' '15% interest on 
unpaid balance. 



b. $100 to be paid back at $20.00 per month for 6 mdffths 



Formula for single-payment loan: 

Principal x Rate x Time » Interest 
(in yrs.) 
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ACT-8 



CALCULATE-. INTEREST 



1. Galculate the cost of Jjorrowing the following on single-payment 
loan: " y 



a, $500 at 14% interest for 20 months 



X 



b. $1,000 at 18% interest for 6 months 

I ! 

#1,000 y is, x zt tfo.oo 



-2. Calculate the cost of borrowing the following on installment loan: 

a. $300 lo be paid back $25.00 per month plus 15% interest or. 
unpaid balance. ^ 
NVOma -tutors BA L r/UT ' I AVOK-W WPffiCQgrtL ZMT 

&50 37.sc I 7 ISO ** f?>* 

2 t*e jr,7S 



'3 



b. $100 to be paid back at $20.00 per month for .6 months, 



^3* e 4a 



9 
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, Formula for single- payment -loan: • — v 
^ \ Principal x Rate x Time = Interest 



loo t$.oc> 
,// SO ™° 
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TM-9 . V- " 



do businesses collect interest 
and finance charges? 




To make up for loss of income 



from loaned capital 



To cover bookkeeping expenses 



To cover expenses incurred 
in collection procedures 



1 



1 



2"- 

V> 
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TM-10 



TRU TH-IN-L E NDING ACT 



a disclosure law passed in 1968 



affects all businesses 



which extend credit 



VISC LOSES - 

* * 

nnual amount of dollars 



annual rate of interest 



total finance charge 




4 

infdrms of disclosure before signing 



* \ 



OB-VI - 2^5 ' ACT-11 



WHAT WOULD YOUR CREDIT POLICY BE? 



You are the board of directors of a newly, formed "Small business 

corporation which will* sell fertilizers, pesticides, seeds and 

provide consulting services and fertilizer and peBticide application 

services. TtTe business is just getting started 90 you* have a lot^ 

of capital invested in the buildings, inventory and equipment and there 
♦ 

are loan payments due a year from now. Your jot) at this meeting is 

^ i 
to set up a sound credit policy for extending credit to your customers 

tr- 
Out line your policy in the space below. 
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KEEP THESE WORDS IN SIGHT 



ACT-12 



Cut out the words below and' tape then in prominent places at 
home or at school where you will see them' every day (e.g., on'the 
bathrbom mirror, in ydur locker, on your bedroom door, above your 
desk, on the refrigerator door^on your notebook, etc.). Write, the 
definition on the back for words that are difficult for you. 
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ACT- 14 

ASSOCIATE NEW TERMS WITH 'KEY WORDS 

f 

The new terms for this problem are listed below. Suggest ' 
some phrases or key words which may help you to remember the meaning of 
the words as they, are used in business. .Divide the class into small 
groups and have eaqh student explain one term to the others in the 
group and give a key word to help in remembering the term. Use a 
glossary of business terms or a dictionary ,if you need help. 

Term . - Think of: 
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UNIT: . ORGANIZATION AND OPERATION OF AGRICULTURAL BUSINESSES 

PROBLEM VII - What role do filing systems play in the operation of 
an agricultural business? 

** > ' ^ 

Study Questions* : 

1;— mjy^is an Organized filing system important? r 

2. What are t*he characteristics of an effective filing system? 

3. What are the advantages and {disadvantages of the various 
types of filing systems? 

4. How is an effective filing system designed? 
5. 

Instructional Materials: 



1. OB-VII-ACT-1, A File of Students- * ) 

2. OB-VII-ACT-2, What Information do Agricultural Businesses 
Keep on File? 

3. OB-VII-TM-3, Characteristics of an Effective Filing System 

\ 

> 4. OB-VII-ACT-4, Which Type of Filing System is Best? 

5. OB-VII-ACT-5, How Would You Choose a Filing System? 

6. OB-VII-ACT-6, Designing a Filing System * 

7/ OB-VII-ACT-fTwhy are Filing Systems important?* 

Interest Approach : Have students organize themselves into a "file" 
(ACX-1). Then discuss the meaning of the word "file" and why 
filing systems are used, - ,t 

Learning Activities : 

. - 1. Have students complete ACT-2 to explore types of information 
that agricultural businesses keep on file. 

2. View TM-3 explaining the characteristics of^an effective 
filing system. Have students give examples illustrating 
why each characteristic would be important. 



'In . 
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3. Collect brochures from an office supply store on filing 
systems, types of containers available, computerized filing 
systems, etc* and have students use these to complete the 
comparison chart (ACT-4), Then assess the filing systems 
using the discussion questions in ACT.-5. < 

4. >4 >fc^e students practice in designing and implementing a 

filing system with ACT-6, This can be done as a class 
project, inHividual project, or small group project. | 

5. Make a sheet of f ill-in-the-blanks or questions which 
will require students to work with a filfng system .to find 
the answers. Use the Ag-dex system if your school has 
one or the card catalog in the school library. 

Cone lusion : Have students write^a short essay on the importance 

of organized filing system in an agricultural business (ACT-7), 

Evaluation : A*s a result of this lesson, students should be able* to: 

1. Explain the importance of keeping an organized filing 
system in an agricultuiaal business, 

2. Describe the characteristic^ of an effective filing system.^ 

3. Assess the advantages and disadvantages of the various 
types of filing systems, 

4. Accurately file and retrieve materials' in a filiag system. 

5. Design a filing system? 



Optional Learning .Ac tivi ties : 

1. Take a field trip to a. local office supply store or bring 
someone from the office supply store into the classroom 
to explain various types of filing materials and filing 
systems. 

2. Take a "field trip" to the school's main office and- have * 
the secretary explain the school's- filing system. 

•> * 

/' 3. Use blank, forms (ACT-8, ACT-9 , ACT-10) to develop^ 

vocabula/y building exercises for words and terms in this 
problem area. -*(This might be a good problem area to introduce 
computer terminology.) 
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A FILE OF STUDENTS 



ACT-1 



Ask one student to identify someone in the classroom- who was 
born in a* certain month (e.g., January, 1965) and whose middle 
initial is a certain letter (e.g., "C"). Be sure to select a 
combination that you know does not exist in the class. Do not 
allow the student to ask questions of his or her classmates. 
Tell the students you will help them answer the question simply 
by rearranging their position in the^ classroom. 



Divide the class into 
two groups. ' The first group 
should be instructed to line 
up alphabetically by their 
middle initials and the 
second group should line up 
by birrthdate. Provide each 
group with cards and a 
felt-tip pen and have them 
label the major divisions in 
their groups (e.g., A, B; C, 
etc.: and January, 1965, 
February, 1965, etc.). The 
first student in each 
division should hold the 
card. 




As1c the students in the alphabetical group to identify someone 
in the birthdate group who was born in a certain month of a, certain 
yeaf^- Ask the students in the alphabetical group to identify 
someone whose middle name begins with a certain letter. 

Instruct the alphabetical group and the birthdate group to 
merge so that they are litre4 up by birthdate and within each 
birthdate group are alphabetical by middle initial., Students will 
probably need to make additional division cards. v 

Now ask the students to identify someone who f its the description 
in your original question. They should be abl^to. readily answer 
that no one in t£e class fits that description. Next ask students 
to identify several combinations -pf birthdates and middle initials 
that exist in the group. Ask students to explain why they could 
easily identify these students after they lined -up but not before. 
When the students have returned to their seats, write the word "FILE" 
on the board and ask the students to define the word and explain 
why things are filed. 
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WHAT INFORMATION DO AGRICULTURAL BUSINESSES KEEP ON FILE? 



Some situations^in which filing systems are necessary in an 
agricultural business^are described below. After reading each 
situation; list the information* which should be found in the filing 
system and describe how the filing system is probably indexed (e.g., 
by customer last name, by social security number, by department, etc.) 



-SITUATION 1: Alice Jones manages a 
fertilizer supply business* John Smith 
comes into the office to discuss his 
fertilizer needs for the upcoming growing 
season. Ms.. Jones goes to the customer 
file to pull Mr. Smith's file folder. 
What information should be found in 
this file? 




How is the file probably/ indexed? 




SITUATION 2: Mr. Johnsop is interested 

TM 

in using Aatrex Nine-0 this year rather 
than liquid atrazine because he saw it 
advertised on TV. .However, he has several 
questions he wants answered before he 
makes a final decision. Mr. Johnson ^alls 
Mr. Brown at the local farm supply outlet. 
After listening to Mr. Johnson's request, 
Mr* Brown immediately goes to the product 
information file. .What information should 
be found in this file? 



How is the file probably indexed? 



V 
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ACT-2 




SITUATION *3: Bill White /is employed by \ 

lawn and garden supply store. His wife just 
k 

had a baby and he wants to include his new 
-'daughter in his insurance coverage and add 
the baby as a dependent <3»n his withholding 
form. Mr. - White goes to the company secretary 
who jflills his records from the personnel 
files. What information should be found- in 
this file? 



Hqw is the file probably indexed? 



/ 



SITUATION 4: ' 'Mary Green is getting ready for the planting season 
and needs some replacement parts for her corn planter. She cails. 
Bob Jones at the farm implement dealership, Mr. Jones is not sure 
if he has those particular parts in stock scv he goes to the CRT 
terminal and instructs tl^je gon^uter to display the inventory file. 
What information shoi^JLd'b'e 1 fou^d in this file? 



How is the file probably indexed? 




Can you think of other information which an agricultural business 
would need to keep in a filing system? List as many types of 
information as you can. _^ ; 



r 
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WHAT INFORMATION DO AGRICULTUf* i, BUSINESSES KEEP ON F 



ACT- 2 
KEY 



^ Some situations in which^ fi3-n£ systems , are necessary in an 

agricultural busine^ are described below. * After reading ^each > 
situation, list the information, which Should be foun4 in the filing 
system and describe how the filing system is probably indexed (e.g., 
by customer last name, by social security number, by department, etc.). 



SITUATION 1: 



Alice Jones manages a 



9 



fertilizer supply business. John Smith 
comes into the otfic^ to discuss his 
fertilizer needs fo/| the upcoming growing * 
season. Ms. Jones jgoes to the' customer 
file to pull Mr. Smith's file folder. 
-What information should be found in 

this file? Soil map of customers farm, records^of previous seasons* 
fer tilizer and pesticide applications, comments op % spe cial problems, location 




S ' of farm for delivery scheduling, dates and records of* soil tests, eK. 
/ • How is the file probcfcly indexed? b y cugtomar-Iaat 'name / 



SITUATION 2: Mr. John^fi* is interested 
in using Aatrex Nine-0 this year rather 
than liquid alrazine because he saw it , 
advertised on -TV,. Howeygr\ he has several 
questions he wants answered befdre he f " x 
makes a final decision,* MrV Johnson ca^ls 
Mr. Brown at the local farm Supply outlet. 
After listening to Mr . 'Johnson 1 s request, 
™ Mr. Brown immediately goe$ to the product 

information file. What information should ' ^ 
be found in this file? , * 

faflRimi 1 a rtf prnHnrfr Iflhpl. mannfar fur or 1 « hrnrhiiroQ^appj^af-fnn rat- q 

and calibration information, any special handling or storage instructions, etc. 
- — ■ - . ■ p 1 

** <»'** 
How is the file probably indexed? hv pxadiict fy P » (*. z wmmhV^ i nsecticides) 

with subdivisions alphabetically by manufacturer or product name , with 

suh-subdivisii|ps by brand rftme for often £eference4 information^* 

k ' * 7 ' 
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SITUATION i: Bill White U employed by a 
lawn and , lrden supply store* His wife just , 
had a baby and he wants to include his nfcw 
daughter in his insurance coverage and add 
the tfaby as a dependent on 'his withholding 
• form. Mr. White goes to the company secretarj^ 
who pulls his records from the personnel 
files. What information should be found in 
this file? biographical data on empl oyee , wage . 
and salary information, employment record, tax forms, insurance/ forms, etc, 

How is the file probably indexed? by employee last name 

SITUATION 4; Mary Green is getting ready for the planting season 

and needs some replacement parts for her corn planter. She calls 

Bob Jones at the farm implement dealership. Mr. Jones is not sure 

if he has those particular parts i^ stock so he goes to the CRT 

terminal and instructs the computer to "display the inventory file. 

What information should be found in this file? part name and 'stock number, 

number on h$nd, number on order ,^cpndition, date of orders, expected delivery 

date on order items, comments or special remarks, etc. 

Howfcis the file probably indexed? h y manufacture n^l numbar, by stock number 
by part type, depending on inventory system' 




> 



Can you tl)ink of Lather information which an agricultural business - 
would need to .keep in a filing system? List as many types of 

information as you .can. P a y r °H> purchase orders, invoices, accounts receivable, 

charge accounts a»<f credit ratings of customers, information on products 

sold by competitors, extension bulletins and other reference materials, etc. ^ 

* : V > — I 



3\( 



_ 
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TM-3 



CHARACTERISTICS OFUKU EFFECTIVE 
4 FILING SYSTEM 



AN EFFECTIVE FILING SYSTEM WILL PROVIDE FOR 



1. Easy Accessibility 



2. Permanence 



'3. Safeguards against misfiling 



4. Speed of retrieval 



5. Neatness 



6. Logical Indexing 



7 . Easy. "Expansion 



r 
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WHICH TYPE OF FILI^ SYSTEM IS BEST? 

Use brochures from an office supply store or a text book on 
filing to complete the following chart. 



^TYPE OF FILING 
^^SYSTEM 

"CHARACTERISTICS 


Notebooks 
or Folders 
on Shelves 


Color Coded 
.Hanging Files 
in File 
Drawers 


Manilla Folders 
in 

Cardboard Boxes 


Computer Disk 
3 System with 
CRT Unit & 
Printer 


Accessibility 










Permanence 


• 


% 







Safeguards 

Against 

Misfiling 


> 




* 


4 


Speed of 
Retrieval 


,( 






)- 


Neatness 




4 


K — 




Easy Expansiol) 






\ 


r— - 

c 


Cost (rate 
from 1-4; 1 = 
least expensive, 
4 = most * 




i 







< 
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' * _ KEY 

* " WHICH TYPK OF JJL' g SYSTEM IS BEST? . 



'Use brochures from an office supply store or a text book on f ^ 

filing to complete-the following chart;. * 

•I 



TYPE OF FILING 
/^-^SYSTEM 

CHARACTERISTICS^ 


Notebooks 
or Folders ' 
on Shelves 


Color Coded 
Hanging FiJ.es 
in File 
Drawers 


Manilla Folders 

• * in 
Cardboard Boxes 


Computer Disk 
System'* with 
CRT Unit & 

L L J.I1 LCL • 


o 

ime 
es 

iy 

ect 

2red 
i 

no re 
ITs 
etc 

i 


s 

Accessibility 


Top and 
bottom 
shelves may 
'may be hard 
to reach — — 


Ea'sily 

Accessible * 


May be difficul 
to access if 
boxes have lids 
and are stacked 


l: If only one 

terminal may be 
• difficult for 

more than one t 
■j — use file at a t 


Permai^nce 


May not .be 
fireproof 


filing cabinet 
may be fire- 
proof, better 
protected than 
on shelves 


Files. may be - 
subject to fire 
or moisture 
damage,' boxes 
could deteriota 


' Need a backup* 
disk system 
but doesn't 
take* up a lot 

^e of space 


Safeguards 

Against 

MisfiUrig 


Usually 
none provid- 
ed with this 
sort of file 
but .could be 
color cpjed 


Colorbades 
allow immediat 
detection of 
misf ile 


"Usually none 
e provided with 
t£ls type qf 
filing system 


safeguards can 
be programmed 
in for entry;- 
info never lea\ 
computer When 
| accessed- so if 
entered correct 


Speed of 
Retrieval 


Fairly 
quick . 
access 
possible 


am 
ti 

If person khov 
color code 
well can be 
accessed very 
quickly 


s Could be slow 
if boxes have 
'lids and are 
stacked 


it remains con 

£xt remely 
quick access 


Neatness 


Notebooks 
'easier to 
keep neat, 
could get 
messy 


Hanging files 
keep drawers 
neat • looking 


Cofcld appie aT 
neat on* out- 
side and *be 
ftiessy inside 


Usually a 
computer room 
or area is very 
neat but area 
could get clutt' 


Easy Expansion 

t 


nay neec 
to build 
more shelve 
but space i 
only limit 


nay neea to 
purchase more 
s more cabinets 
s but space is 
only limit 


^ regain space 
would be only 
limit 


< • - 

Of foyo o a o \7 

viigLb ea&y 
expansion - ca: 
add another 
disk to'file, i 
• memory, njoVe C. 


Cost (rate ' 
from 1-4 • 1 = 
least expensive, 
4 tt most 

¥ 


**2 


✓ 

3 , . 


r 


"more printers,* 1 
4 

■** 



'A i • 
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HOW WOULD YOU CHOOSE A FILING SYST^« 
(Questions for Discussion) 

Consider the, f our types of filing systems you compared in 

ACT-4. If you owned an agrichemicals supply store, which filing 

o 

system would you choose? Would your decision be different if you 
owned a large seed corn company? 

Why would you choose oije filing system before another? 

What criteria would be most important to you? 

Where would you get advice on designing your filing system? 

What benefits does color-coding give to a filing system? 

Why might easy expansion of your files be important? 

Would it be ne'cessary to have fireproof files? 

How would you decide how much you could affo^i to spend on 
a filing system? 
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DESIGNING A FILING SYSTEM 



ACT-6 



Design and implement a filing system 
for one of tjie following suggested types 
of information or suggest your own 
proposed set of information to file. 

Class notes 



b. Extension bulletins and important handouts 
from' class wh^Lch you will want to reference 
after you graduate 

c. The ^records of your FFA chapter 

d. 



Remember to choose the major divisicm wisely: too 
many divisions are as difficult to work with as too 
*few. Use subdivision if you' want. Think" of all the 
different ways you could divide the material (e.g., by date, by 
alphabet, by number system, by subject, etc.) before you mak£ a 
final decision on your index. 



A 



31 
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ACT-7 



WHY ARE FILING SYSTEMS IMPORTANT? ' 

Now that you have studied some aspects of filing systems, you 
should have an opinion on the role they play in an agricultural 
business. Write a short essay explaining in your words why filing 

systems are important in the operation of an agricultural business. 

\ I 
Be sure to include examples to illustrate your majo^tr points. 



r 





. EMC 



302. 

OB-VU v , ACT- 8 



KEEP THESE WORDS IN SIGHT 

Cut out the words below and tape them in prominent places at- 
home or at school where you will see tneiTevery day. (e.g., on' the 
•bathroom mirror, in your locker, on your bedroom door, above. -your . 
desk, on the refrigerator door^on your notebook, 'etc. ) . Write the 
definition on the back for word! that are difficult for you. 

1 . — 2 a» 








- 

4 

c 




: 




a * 








* 

r 


1 ° JL 


1 ' 
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SPELLING POHWER IN BUSNESS TERMINOLOGY 



/ 



ACT- 9 



Circle the business terms in the lefthand column that are 
misspelled. Write all the terms correctly in the righthand column. 





31 
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OB-VII ACT- 10 

ASSOCIATE NEW TERMS WITH KEY WORDS 

The new terms for this problem are listed below. Suggest ' 
some phrases or key words which may help you to remember the meaning of 
the words as they are used in business. Divide the class into small 
groups and have each student explain one term to the others in the 
group and give a key word to help in remembering the term. Use a 
glossary of business terms or a dictionary if you need help. 
^™ . Think of; 



*5 




3 



1 f } 
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UNIT: ORGANIZATION AND OPERATION OF 
AGRICULTURAL BUSINESSES 

PROBLEM VIII- Hoi* does a company advertise to perspective 

customers what agricultural supplies and r 

services it has to offer? 



\ 



Study Questions : 

1. What is the purpose of advertising? 

- 2, What are the advantages and disadvantages of each type of 
advertising? 

V* 

3. How are the principles .of customer motivation used in 
preparing advertising copy -and layouts? 

4. How is an advertising budget planned? 

5. How is an advertising calendar planned? 
6. 

Reference and Material's : 

1. McGuire, James E. , 1979. Advertising and Display in Agri- 
business* McGraw-Hill Book Company, New York. 

2. Gibson, Terry and Trisha Day, 1976. Appeals. University 
of Wisconsin Extension Service. 

Interest Approach : Bring some advertisements of agricultural products 

to class (or have students each bring one). Evaluate each ad as to 
, its effectiveness, message, attention getter, use of illustrations, 
use of motivation words, etc. * > 

Learning Activities : 

1. Ask students to explain why advertising is necessary to agri- 
cultural business. • View TM-1. Have students list all the 
different communication media used in advertising. View TM-2. 
Have students giv^ examples of each that they have seen or 
heard. 

2. Ask students what things motivate customers to buy agricultural 
products. Discuss how advertising appeals to many needs and 
desires. View TM-3. Review some of the ads evaluated in the 
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interest approach and have students \oo\f for appeals to 
various needs and desires. 

3. Have students contact local newspaper, radio and TV station, 
if applicable, to obtain published rats cards. Compare costs 
t qf advertising in these media. Complete ACT- 4 as a class 
or in small groups . 




X 



4. Give students practice in preparing advertisements with ACT-5 
and ACT- 6-. Students can work in teams for. these activities* 
The art itist^ructof at your school nray be used as a resource 
person. Students could also prepare a layout of a newspaper ad, • 

5. 'Assist students in preparing an advertising budget and advertising 
calendar for a hypothetical agricultural business. 

Cone lusionj View-TM-1 again and have students give an example of an ad 
that informs, one that persuades, and one that reminds. 

Evaluation : As- a result of this lesson, students snould be able tjo : 

1. Discuss the -purposes of advertising. 

2. Calculate the costs of different kinds of * advertising . 

3. Compare newspapers, radio, television, magazines, billboards, 
direct mail and promotional items -as to effectiveness, * 
advantages and disadvantages.' 

4. Recognize the principles of customer motivation as they are 
used in preparing advertising. 

5. Plan an -adveotisirig budget and an advertising calendar. 

6. Prepare a newspaper ad and a radio spot and desigiv a direct 
mail folder. # , 

7. " ' . 




Optional Learning Activities : ' » 

1. If videotape equipment is available ^t^your school, have students 
design and produce a television advertisement . This could - n 
promote an FFA activity, school activity, etc. 

2. Take a field trip to the 1 * advertising department of a newspaper 
or radio station. Have students write reports on the trip 

on the value of advertising , ^the costs involved, returns 
' expected, and what constitutes an effective advertisement. 
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3*t Students make a sample layout of a newspaper ad for a 
local retailer, advertising an item used in agriculture 
and present it to the retailer for evaluation, 

4. Prepare a sample advertisement f or* ari FFA fund-raising 
program. 



«J *w ^ 
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WHY DO BUSINESSES ADVERTISE 




ADVERTISING - promotion 
of a product, supply, or service 
through the communication media, 
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TM-2 



WHERE DO BUSINESSES 
ADVERTISE? 




„ NlvJ c > N 




in newspapers 
in magazines 



on the radio 
on television 
in direct mail pieces 





on novelty items 



on billboards and signs 



9 
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TM-3 



ADVERTISING APPEALS TO NEEDS 



DESIRE FOR SUCCESS 
HOME AND FAMILY 





HEALTH 
CONVENIENCE 

f» . 

PRAISE 

TECTION FROM DANGER 

/ 

PROFIT MOTIVE 

CURIOSITY 
MENTAL STIMULATION 
PHYSICAL COMFORT 
SENSORY STIMULATION 




9 
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ACT- 4 



COMPARING ADVERTISING MEDIA 

Describe some advantages and disadvantages oL advertising in 
*the media listed below* 




Advantages 



Disadvantages 




Newspaper 



Magazine 



Direct Mail Piece 
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Radio 
Television 

♦ 

Billboards & Signs 
Promotional Items 
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'jREBARING RADIO ADVERTISING • * 



Ghoose an agricultural product that ^you would like to advertise 
on C&e radiq anjptheh follow -tl^ steps- outlined below and write the 
copy for a 30 sgcond radio spot advertisement. (About 30 words of 
copy maximum!) » ' 



Product 



Attention Getter 



What- response or a9tion is desired froriTthe listener? 



What picture words can you use to describe the 'product? 



Now write the copy fo;r a radio announcement in the space below: 



c 





N 






. 7 V 






/ 


c 






\ 
















' * - 






— ■ 




> 

•j 
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ACT-6 



PREPARING A DIRECT MAIL FLIER 



Planning is very important in preparing a direct mail flier, 
XW^sJxouJL^d ^answer the following questions before you begin. 

1. What message do I want the direct mail flier to convey? 

2. How do I want to say it? (The copy you write should be 
concise, accurate, come to the point quickly, ^appeal to 
the reader \s self-interest, and end with a call for action.) 

y 

3. What do I^ant to illustrate or show? (The illustrations 
\ should complement your written message.) 

4. What format^) I want? (Direct mail can be in the form of 
a letter, post card, brochure, poster, novelty items, 
product samples^ etc.) 

5. Who am I going to send it to? (Past, present or potential 
customers?) 

6. How am I going to send it? (Check ^ith the Postal Service to 
help decide if you want ,bulk rate or first class, to see if 
there are size requirements, differences in delivery time, 
price .differences, etc.) 



ERLC 



Keeping these planning questions in mind, prepare a direct mail flier 
for one of the following situations, or think of one you would like 
to do yourself. 1 

1. You work for a seed company and want to announce an open 
house and field day with demonstration plots of new corn 
hybrids and soybean varieties* . , . 

2. You work for a farm supply store and want to introduce and 
promote a new animal health product. 

3. You work at a garden supply center and want to remind people 
that it is time to get ready for spring planting and to inform 
them of all the supplies you have available for gardening. 



c 
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UNIT: ORGANIZATION AND OPERATION OF 

AGRICULTURAL BUSINESSES - 

PROBLEM IX - What do I need -to know about displaying 

agricultural merchanise in the store? 

Study Questions: 

1. Why is merchandise display important? 




0 


2. What are the elements of an effective display? 




* 

x S 


3. -How is a display designed, set up and maintained? 
4. 




f 


5. 

6. v - 






References and Materials: 






1, McGuire, James E,, 1979. Advertising and Display in Agri- 
. business. McGraw-Hill Book Company, New .York. 




• 


/ 

2. /Gibson, Terry and Trishar Day, 1976. Appeals. University of 
^ Wisconsin - Extension. 




\ 


3. OB-IX-TM-1, Elements of an Effective Display 




4. OB-IX-ACT-2, Merchandise Display Scavenger Hunt 

5. OB-IX-TM-3, AIDA Formula ' . 






6. 0B-IX-ACT-4, Assessing ^Dispjlays 

i ^ * 

Interest Approach: Bring empty cartbps, boxes, bags and cans of 

agticultural products to class for use books and magazines in the 

classroom). Provide cards and felt-tip pens. Divide the class 




r 


into two groups. » Instruct one grpup to construct what they consider 






ta be an effective display. Instruct the other group. to construct 


> ♦ 


• 


the worst possible display they can. Have, students from first 
group**list on the blackboard wh&t they did "right" and students 
from the second group list all the things they^did "wrong". 
Compare the displays ^nd discuss the lists. 




• 


• 




*> 


Kj y^/ V * ' * * * 
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Learning 'Activities ; 

Explain that merchandise display is one technique for 
promoting a product, service, idea, etc. A display 
presents' or shows something near the point of purchase. 
View TM-1 and discuss the elements of an effective display. 

Explain the various types of displays listed in ACT-2, then 
challenge students to complete the scavenger hunt (ACT-2). 
If possible, offer a prize for the winner. To break a tie, 
give extra points to the person who found the most^ agri- 
cultural displays. 

View TM-3, the AIDA formula for effective promotion. 'Have 
students complete ACT-4 r assessing one 6f the displays they 
observed in the scavenger hunt. ^ 

Conclusion : Have students design and construct an effective display 
for a local FFA chapter activity. y 

Evaluation : As a result of this lesson, students should be able to: 

1. Explain the importance of properly displaying merchandise. 

2. Evaluate the elements of an effective display. 

3. Describe display materials, 

4. Describe the various types of agricultural display. 

5. Design, construct and maintain an effective display. 

Optional Learning Activities : 

1, Incorporate display assessment within a scheduled field 
trip to the Annual Fertilizer and Agrichemical Dealers 
Convention, the Farjn Progress Show, the state fair, 
FFA Convention, Veishea, etc., where students can view 
many professional displays 1 . Challenge the students to 
critically assess and/or classify some displays as. part of 
their activities during the convention or show. 

2. Students photograph desirable business displays and place in 
notebook with deacriptions of these displays, or take slides 
for presentation to class. 

J. 
/ 



1. 

» 

2. 
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ELEMENTS OF AN EFFECTIVE DISPLAY 

CLEANLINESS ' 
BALANCE 

■7 

COLOR HARMONY 

SIMPLICITY ' 

DRAMATIZATION 

CLEAR PRICE IDENTIFICATION 

PROVISION FOR" RELATED SELLING 



OB-IX 
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ACT-2 



MERCHANDISE DISPLAY SCAVENGER HUNT 



Your assignment is to lo<jgte an example of as many of the - 
following types of displays and display arrangements as you can 
in your community. See if you can be the first to complete the 
list and win the "scavenger hunt 11 . (Include information about 
each display as indicated in //!•) 



1. Window Display 



Name of Business 



Product (s) Being Displaced 



Brief Description of Display 



2. Wall Displaf , 

i 

3. Pyramid Arrangement 

4. Open Area Display 

5. Stairstep Arrangement 

6. Seasonal Display 

7. Shadow Box Display 

8. Interference Arrangement 

9. Display Using Motion for Attention 

10. Closed Case Display 

11. Display Allowing Customer Selection of Products in Display 




1 



O o 

O V.' w 



M8 



TM-3 



Follow the AID A formula 



get people's 

% 

Attention 

* 

ft 

keep their 

Interest 



appeal to a 
Desire 





suggest a course of 
Action 




USE PESTICIDES SAf ELY 
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ACT-4 



* ASSESSING DISPLAYS 



Choose one of the displays you observed in completing ACT-2 
which you thought was particularly effective. Assess this display 
using the following questions: 

1. How did the display cajfture your attention? 



2. How did the display hold your interest? 

ft s 

\y 



3. To which of your desires did the display appeal? 



4. What course of action did the display suggest? 









How was price indicated? 

c 





6. What colors w were used in the display? 

i i 



7. Make several suggestions for improving this display* 



\ 
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UNIT: ORGANIZATION AND OPERATION 
OF AGRICULTURAL BUSINESSES 



PROBLEM X - What do I need to know "about how a business 
manager keeps track of all the money coming 
into and going out of the business? 



j Study Questions : 

1. What is double entry bookkeeping? 

2. How do income and. expenses fljc into the bookkeeping system? 

3. How are entries made in "T" accounts? u 

4. How are the balance shegt and the income statement prepared? 
How are entries made in the general journal and ledger? 

6 J What is a trial balance and how is it prepared? 

7, How is the ledger closed? 

8, How are entries made in the various account journals and 
ledgers? „ y 

9, How are computerized bookkeeping systems organized? 

10. ' > 

References and Materials: * - , 



2. 



Evaluation : As a result of this lesson, students should be able to: 

1, Apply the principles of double entry bookkeeping. 

2, Recognise the effect of income and expenses in the bookkeeping 
system, 

3, Enter assets, liabilities' and owner's equity 'in f, T" accounts, 
1 4. Enter income and expense accounts. 



I 
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5, Complete entries in the balance sheet and in the income 
statement, 

6, Make entries in the general journal anci ledger. 

» 

7, Prepare a trial balance, 

8, Close the ledger, 

9, Apply bookkeeping procedures by making the appropriate entries 
in the sales journal, purchases journal, cash receipts 
journal, cash disbursements 'journal, accounts receivable ledger 
and accounts payable ledger. *S t * 

10. Describe how entries are made in a computerized bookkeeping 
% system and interpret output from a computerized system. 

; * 

i y 

Optional Learning Activities : 
*» 

1. Students use sample problems and make bookkeeping entries 
appropriate to the competencies listed. * 

J* 

2„ Note; This is a very demanding problem area and the teacher 
should either plan to spend at 'least 36 hours on this problem 
area or not do it at all. This problem area could probably 
be taught through the business department courses. 



/ 
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UNIT: ORGANIZATION AND OPERATION 
OF AGRICULTURAL BUSINESSES 



PROBLEM XI - How can I ^utilize my tim% on the job most } 



\ 



efficiently and productively? 



Study Questions : 

1. What is time maifegem4bt? 

2. What is meant by work simplification? 



3. What kinds charts and schedules can help me study my 
job requireiients and work efficiency? 

4. When is labojp-saving equipment profitable to use? 1 

5. , . •">*>' 

6 1 " 



"V 



References and Materials: 



Interest Approacl«-. "Have ^students begin ACT-k, Things To Do/This Week 



r 



'Discuss how. pl^tiping.and organization fean j help to improve efficiency 
both on the ^o*b and cittrfng leisur^jiotirV. Discus* ways 'in which 

by marfeging time effectively^ 
to • d^t; setting deadlines v 



eac 



.daj 



a person can get more ou£ of 
planning ahead, making l^sts 

for task completion, finish some&Mite pnce/it* is started, take * m 
advantage of peak periods '(usually moaning" hours) for difficult 
tasks, consolidate trips, coimm^icate. ^^irll^, do things correctly 
the first time - get the directions 'straight before you begin a 
job,, take -a break if you need one, be conscious of time wasting 
habits", etc. ' * . 0 0 6 
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-Evaluation:-" As a~re~sul-t~crf"Ehis lessd^r^st^d^t^shoFl^Ye able to: 

1. Efficiently manage tijne on the job. • 

2. Explain the work^dinplif ication proaedure< 

3. Analyze the charts and aids'VhichcSta be used for studying 
time and labor on the job, 

4. Calculate a partial budget: to determin\ the point of increased 
returns when it pays to invest in laborl*e£ving equipment. 

Optional Learning Activities : 

1. Students estimate through class discussion, the time wasted 
through employe^ meaningless conversation during an eight- 
hour day. Have students calculate the "value of a minute 11 
and the "value of an hour" for different salaries or rates 

/ of pay "based on a 2000 hour, year (fifty, 40-hour weeks)/ 

2. Students prepare a time and labor study of one person on a 

4 farm or in a farm supply center for a one-day or one-week' / 
period. 0 

■ * 
3/ Students organize a one-day or one-week^work schedule for 
themselves on the job, or for an employee in >tf~farm supply 
occupation. e 

4. Students list labor-saving equipment they have used on the 
farm, in the shop, in the kitchen, in school,- at home,* etc. 
Discuss possibilities f or J.abor-saving equipment 1 in agri- 
cultural supplies and services occupations and when it pays 
to invest in these. 



OB-XI 3 ^ 4 ACT-1 
— THINGS TO DO THIS WEEK 



A helpful^ tool in making the most of your time is to write up 
a list of things to do and check them off as you complete each task 
or activity. Make a list of the things you want to do next week 
(include work, study, home chores, recreation, etc.). Refer to 
your list^each day and follow up at the end of the* week by examining 
the things you accomplished and didn't accomplish. If you didn't 
finish everything, ask yourself why. Did you procrastinate, schedule 
too-much,' forget, start something but not follow through, get delayed 
by someone else, etc.? 



THINGS TO DO . 

through / I 

- Finished V 



Monday 
1. 



Tuesday 

1. 

2. 

3. 



Wednesday 

1. >_ 

2. « 

3. ' 



Thursday 

1. 

2. / 

3. 



Friday 
1. 



2. 
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UNIT: PRODUCT KNOWLEDGE OF AGRICULTURAL SUPPLIES (PK) 

i 

Problem Areas Included: 

PK-I. What types of things -do I need to know about the products I 
work with? . _ 

PK-II. What specific product knowledge will I need for the job I want? 
References used in this unit: 

1. Dillon, Roy. Working with animal supplies and services. 
McGraw-Hill Book Company, New York. 

2. Farrington, William S., Clyde F. Sartor, Paul W. Vaughniand Ronald 
A. Brown. 1979. Working with plant supplies and services. 

n McGraw-Hill Book Company, New York. _ 

3. Io\ja Curriculum Guides. 1973. Agronomic Sciences; Animal Science; 
Agricultural Mechanics; and Agricultural Proaucts Processing and " 
Distribution. Department of Agricultural Education, Iowa State 
University and the Iowa Department of Public Instruction. 

>4. McClay, David R. 1978. Identifying and validating essential 

competencies needed for entry and advancement in major agriculture 
and agribusiness occupations. U.S. Department of Health, Education 
and Welfare, U.S. Government Printing Office, Washington, D.C. 

5. Vocational- Agriculture Service, University of Illinois-Urbana. cl979. 
Product Knowledge (slide film with study guide and casset^eX^ 



J 
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UNIT: PRODUCT KNOWLEDGE OF AGRICULTURAL SUPPLIES 

PROBLEM I - What types of things do I need to know about 
the products I work with? 

i 

Study Questions : 

1, Why is product knowledge important in serving the customers? 

2, Why is product knowledge important in handling and storage? 

3, Why is product knowledge important' in managing a business? 

' * i 

" 4. - ' ■ 

c ■ • 

References and Materials : 

1. PK-I-ACT-'l, Why is product knowledge important? 

2. PK-I-.TM-2, Product knowledge: a key to successful sales, " 

3. "-PK-I-INF0-3, What do I need to know about the product^ in 

serving the customer? * , * 

4. PK-I-ACT-4, product knowledge in action, 

^ 5. PK-I-INFO-5, What do I need to know about the products when 
^storing ^and handling them? 

j * * , 
Sy/PK-I-TM-6, Product knowledge is important in making management 
decisions, 

s f r 

Inte I eSt iW)proach: Stu dents complete ACP-1. Discuss the importance 

of produ^ knowledge - ask students if t^iey can think of any other^ 

reasons why knowing the products you sell could be advantages 

Learning Activities : 

1. Discuss the importance of product knowledge \vi serving the 
customer using TM-2. Have students read'lNft>-3 and t then 
practice using prdduct knowledge in sales by^role playing 
the scenes in ACT-4. (Divide class into 4* groups and give 
them 5 or 10 minutes to preparfe their respective skits.) 

- 2. Discuss the importance of product knowledge in storage and 
handling. Begin by asking students what they do with a 



O jr. 
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gallon^of ice cream when they bring it home from the 
grocery store. Would they buy the\tg*^£ream in the 
morning before school and then leave it in the cad* and 
take it home after school? Have them explain why. Ask 
students to explain why 'there are "No Smoking" signs <a£ . ^ 
every gas station. Then read INFO-5. 

3 V Ask students to explain how product knowledge could be 
important in mak'ing management decisions about: 

\ purchasing inventory 

designing & maintaining storage buildings 

purchasing equipment 

advertising & promotion 

delivery schedules 

pricing 

View TM-6. 

Conclusion : Have each student, put together a product information 

folder for an agricultural product of their choice. Each student 
could give a short report on his or her product t>r the class^could 
use these to make a display or bulletin board in the classroom*. 

Evaluation : As a result of this lesson, students should be able to: 

1. Expthin the importance of product knowledge. 

2. Describe aspects of product knowledge which help to better 
serve the customers. 

3. Describe aspects of product knowledge which are essential 
for safe and ^fficient handling and storage> 

4. Describe aspects of product knowledge which are important 
in managing' a business. V 

6. ' ' 

Optional Learning Activities : 9 • 

1. Take a field trip to an agricultural business and have students 
compile a list of all the ways in which product knowledge is 
used in that business. Have the owner or manager explain how 
product information is filed and obtained. 



PK-I 328 - 6 ACT-1 

WHY IS PRODUCT KNOWLEDGE IMPORTANT? 

Fill in thfe missing words in the following sentences and phrasesv 

J / ^ 
JProductJ knowledge:' 

allows salesperson to match P to customer needs, 

enhances the R ^ of the business for reliability, 

allows the salesperson to 0 _ extra advisory services, 

helps the salesperson to present product D . ' % 4 1 

which help sell the product, " \ ' *~ 

shows that the salesperson has an U _ _ _ of 

the customers needs, ™~ ~ 

4 helps to insured _ satisfaction, 

* 

in the long run, results in savings of T and money for the 

-customer. and the business. 

is an important K _ to successful sales, 
helps salesperson to work with N _ complaints, 

aids in selecting and 0 _ , _ _„ _ inventory stock, % 

helps business W customer confidence, 

is necessary for compliance with L _ _ requirements of storage 
handling, ,/ ^ 

because it results in satisfied customers, E . _ _ . , _ 

* repeat business, ' ~" ~~ ~ 

can be an aid in making management D » 

is important in G _ ^ salespeople confidence, 

and helps to E^ _ mistakes in all aspects of the business. 




31 



PK-I 



329 



KEY ACT-1 



WHY IS PRODUCT KNOWLEDGE IMPORTANT? 



\ 



P roduct to customers need 



\ 



R eputation 



0 ffer extra advisory services 

D emonstrations 

U nder standing 

C ustomer satisfaction 

T ime ^ 



K ey to successful sales 
N o complaints 
0 rdering inventory 
W in customer confidence, 
L egal requirements 
,E ncourages repeat ^business 
D* ecisions 

G iving salespeople confidence 

E lirainate mistakes, 
I 
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•TM-2 



PRODUCT KNOWLEDGE: 
a KEY to successful sales 




1. helps you match the product 

to the customer's need 

2. helps to insure customer satisfaction 

3. minimizes occurance of complaints 

4. allows you to answer questions 

5. encourages repeat business 
6: helps you maintain credibilty 

315 
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WHAT DO I NEED TO KNOW ABOUT THE PRODUCTS 
IN SERVING THE CUSTOMER? 



INFO- 3 



ktiow 



To be successful in selling agricultural supplies, you should 

1. What the product does and doesn't do. 

2. The recommended use of the product. 

3. Proper procedures for using the product. 

4. Any precautions or special characteristics. - 

5. Why one product is better than another. 

6. Cost of product and price comparisons. 

7. 'What returns customer can" expect from purchasing and 

using the product. 
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PK-I • . ' .332 ACT _ 4 

' , "PRODUCT KNOWLEbGE IN -ACTION 



Act out the following scenes and try to, include" all the points 
listed in INFO-3 irf your dialogue. Qpe student should play the 
role of the customer and one or, more students can play the role 
of personnel in the business establishment. JBe,sure as a sales- 
person to. asls. all the questions necessary to allow you to give 
the customer sound" advice. 



1. Jim Brown has a problem with corn rootworms, in a field which 
has been in corn for the past two years. He has used Furadan 

, for the last two seasons but with poor results last year. 
He wants to plant corn in the field again this year and has 
come into your ggrichemicals. store for advice in purchasing 
an insecticide for this season. 

fF • 
4 

2. M^ry Smith is just starting out in a swine operation. She 
has cpme into youf feecLjstore to order feed for the operation 

d 

and wants "aclvice. on^ the proper rations to purchase. 



JJ^ John White c^omes into your frfrm implement and parts store and 
wants to buy some, rotary spray nozzles for an old sprayer he 
has because he read^ in a farm magazine that the rotary nozzles 
were pretty goocl. 

4. Joe Green is building a new farrowing hou§e and comes into your 
farm supply store to ^select some flooring for the farrowing 
stalls. 
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INFO- 5 



WHAT DO I NEED TO KNOW ABOUT THE PRODUCTS -WjffiN 
. STORING AND HANDLING THEM? 



When storing and handling agricultural supplies, you should 
Tcnow: £ - 

1. What things may cause the product to deteriorate or become 
dangerous • 



a. 
b. 
c . 
d. 
e. 
f . 



Temperature requirements for storage, 
Moisture requirements for storage. 
Ventilation requirements for storage. 
Legal requirements for storage. 
Shelf life. 

Pest control for storage. 



2. Any safety precautions neces£ary in handling th^ product. 

a. If, product is potentially toxic you should know how toxic, 
any first aid measures necessary- in case of accidents, 
and any symptoms of poisoning. 

b. Proper procedures for dealing with spills. 

c. Any legal 'restrictions or regulations. 

' d. ! Proper equipment and protective clothing. 



FIRE 2VI- 




! 

USE BESTICIDES SAFELY 
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TM-6 



KNOWLEDGE OF THE PRODUCTS 
IS IMPORTANT FOR DECISIONS ON 




Purchasing inventory 

Designing and maintaining 

storage facilities 

Purchasing equipment 

4 "V 

Advertising and promotion 
^Delivery schedules 
Pricing 
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UNIT: PRODUCT KNOWLEDGE OF AGRICULTURAL SUPPLIES 
PROBLEM II: What specific product knowledge will I need for the 
job I want? 

Study Questions : 

1. " What> things should I know if employed in tj^e feed and grain 

industry? , * 

2. What things should I know if employed in the fertilizer and 
seed industry? 

3. What things should I know if employed* in the agricultural 
chemicals industry? 



4. What things should I know if employed in the andi^l health 
industry? 

5. What things should I know if employed in the farm equipment, 
hardware or lumber industry? 

► 

6. What ^things should I knpw if employed in the petroleum and 
petroleum products indus4y:y? 



References and Materials: 



1. McClay, David 



1978. Identifying and >va lid a ting essential 



competencies needed for entry and advancement in major agri- 
culture and agribusiness occupations. U.S. Department of 
Health, Education and Welfare, U.S. 'Government Printing Qffice 
Washington, D.C. . 

Vocalfi^nal Agriculture Service, University of Illinois-Urbana, 
cl979.* Product Knowledge (slide film with study guide and 
cassette) . s ' ■ 

• ■ I ' 
Iowa Curriculum Gufdes; Agronomic Sciences, Animal Science, 
Agricultural Mechanics, and Agricultural Products Processing 
and Distribution. 1973. Qepartment of Agricultural Education 
Iowa State University, and the Iowa Department of Public 
Instruction. * . 



Interest Approach : View slide film on Product Knowledge. Discuss 
with students why Product Knowledge is crucial in agricultural 
supplies and services occupations. 
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Learning A ctivities : Note: As it would be. difficult "to teach all 
of the subject matter of product knowledge for^each individual 
occupation within agricultuTal supplies and services, and as this 
subject matter is covered in other vocational agriculture courses, 
it is suggested -that this problem area be handled tnrough a general 
overview approach or through individualized supervised instruction. 
If it is desired fo teach this problem, area as six separate ones,' 
covering the. subject matter for each occupational grouping in more 
detail than outlined below,- the information sheets, INFO-1 through 
- INFO-6, list suggested evaluation criteria which could form the 
basis of more detailed exploration .of the topics. 

1. Have students read the information sheets on the various 
occupational clusters within agricultural supplies and 
services., (INFO-1, INFO-2, INF0-3, INFO-A, INFO-5. INFO-6) 
Discuss why each competencies would be important in the 
occupational cluster for which it is described; 



2. Discuss with students sources of information on products in 
agricultural supplies and ^services which they will 'need to 
utilize to expand their produc t' knowledge and keep current 
of product changes and innovations after they are 'on the* 

job. (Product information files in the place 6f business, , 
brochures and publications from product manufacturers, ' 
product labels, ma'gazines and farm journals, extension '• ® 
service publications and' demonstrations, government publications 
froiffUSDA, EPA, OSHA, etc .,- demonstrations at Farm Progress 
Show, state fair, industry field days, etc.) Discuss with 
students why* it is important to have knowledge of. the products 
sold by competitor's as well $s products soid in the" place of 
employment . • • r 

3. -Have each student explore one 1 area of product knowledge within 
. an occupational cluster in which he or she is interested by 

^ gathering information, preparing a product information file 

* • and/or report on classroom exhibit on a limited topic within 
^ that occupational cluster, (e.g. broadleaf herbicides used 

in corn production; vitamin supplements for swine rations; 
soybean varieties for one part of Iowa; hydraulic oils for 
■* farm machinery, etc.) , - % 

Conclusion : Have students present the reports . they_ prepared or construct 
an exhibit or bulletin board on product knowledge. 
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Evaluation: As a result of 'this lesson, students should be able to: 

1. Describe the subject matter areas of product knowledge in 
which they should have competencies for entry and advance- 

(? ment in the various agricultural supplies end services * 

clusters. 

2. Identify sources of product information. ' 

3. Explain the importance of 'product knowledge in agricultural 
supplies and services occupations. 

Optional Learning Activities : 

- 1. Field trips to local agricultural '-businesses, field days, 
demonstrations, etc. 

, 2. Invite a panel of agricultural business employees and managers 
to discuss the importance of product knowledge, and give 
examples of what can happen when someone lacks knowledge 
of the products he or she is working with. 

3. Secure individual teaching aids on product information from 

ind jlit ry sources > e *S* John Deere Company, Farmland Foods, 
PurffK, etc. Have students study these individually or in 
small groups. 

4. Have students prepare training plans for acquiring the product 
knowledge competencies required in the occupation in which 
they are interested - Hhis would be especially relevant if 
students were enrolled in or preparing^ to enroll in a 
Cooperative Vocational Education experience course. v - 
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INFO-1 



AN EMPLOYEE WORKING IN THE_ 
' FEED AND GRAIN INDUSTRY, 
SHOULD BE ABLE TO: 



m 



i. 



2. 



Determine the basic economics of livestock Seeding including: 
feed casts versus other production costs; feeding as it affects 
rate of gain, feed efficiency, and market quality; iq-fn-fmfll 
standards for rate of gain and feed efficiency; economic gains 
resulting from proper use of rations; computing least co?t 
rations; and determining the most profitable level of production. 

Describe nutrients required for livestock, purposes for which 
nutrients are-used, nutrients required for 'various classes of 
livestock, sources of nutrients, and value and use of foo£ 
additives, 

'3. Assess the regulations in the formulating, labeling, ancl using 
of feeds. The following areas will be considered: state 
* regulations; federal regulations; label requirements and 
regulations; open formula feeds; and closed formula feeds'. 

4. Formulate grain and protean rations. 

5. Analyze the methods used in preparing feeds such ak grinding, 
crushing, rolling, cracking, mixing, crumbling, and pelleting. 



6. Explain the methods used and the common trends in feed merchandising. 

7. Describe the methods used and common practices in the buying,* 
selling, handling and warehousing of feed grains. 
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AN EMPLOYEE WORKING IN THE" 
FERTILIZER AND SEED INDUSTRY 
SHOULD BE ABLE TO: * 



INFO-2 



1. Describe the economic value of the use of fertilizer and com- 
mercial seeds in crop product^m. 

2. Review the life processes of plants, considering: photosynthesis; 
transpiration; respiration; assimilation; growth* and reproduc- 
tion. 1 

3. Explain the classes of essential soil eleWetttsVf unctions of plant 
food element^,* and factors affecting yiela^ other than plant food 
elements. 

4. .Explain how fertilization is affectecf by basic physical, chemical > 
f and biological properties in soils. 

5. Describe the characteristics of commonly used fertilizer materials. 
Consider nitrogen-carrying materials and their uses, phosphorus- 
carrying materials* and their uses, and pota'ssium-carrying materials 
and their uses. . 

j>. Explain the following in relation "to formulating mixed -fertilizers : 
interpretation of fertilizer formulas: percent • • ■ 

of contents, reading fertilizer tags; comparing 
fertilizer analyses; trace elements; pesticide 
additives; state regulations; selecting analysis 
and amounts from an economic standpoint; and 
principle ratios and grades of mixed fertilizers*. 

t * 8 * 

7. * Illustrate the different" methods used to determine* 

the fertility needs of soils and take soil samples 
correctly „ 

8. Interpret a soil test report. 

9. Make fertilizer 'recommendations . 

10. Distinguish the methods of handling and storing 
commercial fertilizers.^ \ 

11. Interpret seed tags and labels. 

12. Recognize the advantages and disadvantages of 
soybean, oats, and forage varieties in Iowa. 

13. - Determine* the criteria used in hybrid seed corn 

selection. 
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INFO-3 



AN EMPLOYEE WORKING IN 'THE 
AGRICULTURAL CHEMICALS INDUSTRY 
' ' SHOULD BE ABLE TO: 



1. Describe the importance of agricultural chemicals, 

2. Identify the various types of pests in the area and damage 
done by each. -Groups or "major areas are:; weeds, irtSects,> 
diseases, rodents, nuisance birps, and nematodes. 

3. Explain the re^ljjfcnsibility 'involved in recommending the ^ 
correct pesticide use. Areas of study are: determining 

'if chemical control is best treatment, factors to consider 
in selecting the best pesticide, major categories or 'types 
' of pesticides, characteristics and uses of each type, and 
nonpesticides and their uses. 

4. Outline the factors to be considered in recommending correct 
•practices to follow in the application of pesticides, includ- 
ing:* oasic factors to consider, forms in which pesticides are 
available, time of application, methods of application, safety 
factors to consider, and selecting, using, and calibrating 
equipment*. ' * * 

5. Analyze information on pesticide labels and other .literature 
pertaining to pesticides* 

6. Advise customers in the safe handling, storage, and use of 
r agricultural chemicals. 

7. Describe the EPA regulations on handling, storage,* use and ^ 
disposal of agricultural chemicals. 





USE PESTICIDES SAFELY 
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^ INFO- 4 



AN EMPLOYEE WORKING IN THE 
ANIMAL HEALTH INDUSTRY , 
SHOULD BE ABLE TO*: 



,1. Define animal health terms. 

2. Assess the uses, advantages and disadvantages of antibiotics. 

/ * 

3; Determine the medications and other^f^ed additives commonly 
used, the purposes of each, and the precautions necessary * 
when using them. • p 

4. ^ Distinguish the wormer products available for cattle, hogs, 

sheep, and horses and the conditions where t they are used. 

5. IntSfcpret those factors necessary to use- common products 
for the treatment and control of external parasites. 

. K » '■ / 

6. Make injections properly. \ 

7. * Recognize the federal, state, and county "regulations regarding 

the animal health industry. u ^ 

8. Describe the symptoms Shown by^ diseased and unhealthy animals. 
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INFO-5 



\ 

AN EMPLOYEE WORKING IN THE 
HARDWARE, FARM EQUIPMENT OR LUMBER INDUSTRY 
SHOULD BE ABLE TO: 



Utilize terminology used in specifying size, part type, 
equipment make, model, year, etc. 

Identify machinery parts, hardware, and lumber items from 
verbal descriptions. 

Advise customers of machinery parts needed or hardware and 
lumber items needed. 

Read and interpret diagrams in -parts manuals. 



Advise customers of related parts, 
accessories and consumable items that 
may be needed. 




6. * Advise customers on procedures for 

installation of parts^ 

7. Appraise value of used equipment, 

8, Demonstrate equipment operation, 
adjustment and maintenance. 

9, Describe the strong <ahd weak points of competition's equipment 

10. Explain proper procedures and equipment used "in carpentry, 
painting, welding, concrete and masonry work. * 




SOURCE: McClay, 1979. National Ag Occupations Competency Study 
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AN EMPLOYEE WORKING IN THE 



PETROLEUM AND' PETROLEUM PRODUCTS INDUSTRY 
SHOULD BE ABLE TO: 



1. Describe the importance of petroleum products in agriculture 
current usage, future trends, local practices, and termi- 
nology used in reference to petroleums, oils, and lubricants. 

2. Select tractor and power equipment fuels ^correctly. 

3. Identify the guidelines for proper storage facilities- for 
tractor fuels on the farm. * 

4. Select proper motor lubricating oils, gear oils, . lubricating 
greases, and hydraulic oils for farm machinery and equipment 

5^ Explain the selection, delivery, and storage of heating oils 

6. Describe products usually available to farmers through 
petroleum salespersons. Examples are: anti-freeze, tires, 
batteries, sparkplugs, and V-belts. 

7. ' Appraise the safety laws and. regulations pertaining to the 

delivery and storage of liquid petroleum. 

8. Demonstrate the requirements for a chauffeur's license and 
drive a truck carefully and safely. 
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UNIT: LAWS AND REGULATIONS AFFECTING AGRICULTURAL BUSINESSES ' 

Problem Areas Included: 

LR-L. Why are laws and regulations important 0 in ,the agricultural" 
supplies and services industry? 

LR-II. Why do' I need to know about contracts in the agricultural 
supplies and services business? 

LR-III. What should I know about company liabilities in the 
agricultural supplies and services business? 

LR-IV. .What do I^need to know about Federal, State and local , 

regulations of agricultural businesses? 

\ 

LR-V. What do I need to know about laws^and regulations pertain- 
ing to pesticides? 

« • 

References: 
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3. Agricultural Chemical Safety: A Guide to Safe Handling of 
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4. Applying Pesticides Correctly: A Guide for Applicators, U.S. 
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v Agency, Washington>^DC . „ 
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UNIT: LAWS AND REGULATIONS AVFKCTINC AGRICULTURAL BUSINESSES 

— P RQBL EM I - Why a re I aws_and— r^g-u-la-^i-on-s- i™po-r-^-n-t— i n -th e~ a j>r i c u J t ur a i- 
\ supplies and services industry? 

Study Questions : ° 

It What is business law? 4 

2. Why is business law important? 

3. What responsibilities should employees have to employing 
businesses to comply with regulations? 

A. What legal responsibilities must the business have" to 
employees , customers , business associates , and 
government. 

r • 

.. 6. ■ 



References : 



1. 



2. 



3, 



9 

Conclusion : It is important to know the business 1 legal responsibilities 
to employees, customers, business associates, ar/d the government 

T 

* to help employing businesses comply with regulations and to 
avoid acts whj.ch will liable and may embarrass the business. 

Evaluation : As a result of this lesson, students should, be able to: 

jL. Appraise the responsibilities of employees to help the 

employing company comply with regulations and avoid acts - 
, - which would liable and embarrass the company. 

2. Evaluate the legal responsibilities of the firm to employees, 
< customers, business associates, and government. > 




LR->I 



Optional Learning Activities ; 

1. Invite a lawyer to discuss the importance of business law 
with the class, 

2. Invite an employer to meet the class, or take a field 
trip to his place of business, 

3. List the school rules and regulations and discuss how* they 
are enforced, . 



i 
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UNIT: 1 LAWS AND REGULATIONS AFFECTING AGRICULTURAL BUSINESSES 

PROBLEM I'l - Why do I need to know about contracts in the agricul- 
tural supplies and services business? \ < 



Study Questions : * * 

■" * 
J.. .What are contcapts? 

2. Why are contracts important? 

3. How are contracts^ classified? ^ 

4. How are contracts prepared and analyzed? 

5. What are essential elements of a contract? How are .they 
analyzed? 



"6. What are the various ki,nds of contracts? 

f • 

7. What are written contracts? 

8. What are 'agents? 



References ; 



3 - ' *. 



Conclusion : It is important to become aware of essential elements 
^ in the various types of contracts and understand how they 
^ are prepared and analyzed. 



Evaluation : ' As a result of^this lesson, students 'should be 'able to 
1. Interpret definition of terms used in contracts. 

2". Analyze the essencia'ls of aicontract. 

i * 
' 3. Interpret comnton contracts used in the farm supply and 

services center such as: * 
» *v . ^ 

' a - fjl w ^ ac y- it: y 'construction and remod&linA 

b. rocmal and simply contracts \ 

* c. enf orcibility - valid, void ' # 

d. compliance* - executed *or executory 

* e» reciprocate obligations s 



*J v> \j 
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^Optional Learning Activities : * - 

1, Have students obtain, bring to class, and explain sample 
contracts. ' r * * 

• / 4 - . 

' 2. Have a few students work together and prepare a contract, 
examples may be to prepare anagribusiness lease, purchase 
agreements, and iabor contracts. 

. One or more students obtain information anc^ make a report 
to the class on collective bargaining. May bring in 
resource person. * 
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UNIT: ■ LAWS' AND REGULATIONS XFEECT 1 NU AUK lCUL T U RAt7~BUSTNESSES 

PROBLEM III - What should I know j ^out company liabilities in the 
agricultural supplies and services business? 



Study Questions : 
" 1. Who are liabilities, considered for? 

i , 

% . 2. Uow are businesses liable for customers proprety while at 

v the place of business; safety of customers while on the 

premises of the business; safety of employees; and accidents 
. of f the premises . 

4 

i 3. Identify situations-of product liability laws for the 

Company when dealing with articles sold to customers; 
injuries to customers while using articles sold by the 
business; and loss of production on saTe due to products 
sold to the customers. , * 

i 

Reference^ : . • 

< 

. 1. 



2. 



3. 



Conclusion * : An employee in an agricultural supplies and services 
business should know or be knowledgeable of the *t>usineQes 
liabilities for: 

1. Customers property whilfe at the place of business. 

2. Safety of customers. 

3. Safety of employees. 

4. Accidents of employees^ 0 

5. Injuries to^ customers due to products sold by the company. 

Evaluation : As a result of this lesson, .students should- be ablef to: 

1. Identify company's liability at the place of business for 
customer's property ,^s^fety of customers, safety of ^ 
employees, andac&ictents while qn arid off the premises. 



2. Assess the company's liability for liability laws concern- 
X mg; 

a. articles sold to, customers , 
fcfe b* injuries to customers while using articles .sold by the 
^ rfirm, " 

c. loss of production or saLas^due to products sold to the 
customers. 
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Ing Activities : 



1. Have students discuss situations they have had concerning 
liability laws . * 

2. I'f possible, observe a local court trial where liability 
is involved, 

( # 

3. Survey offices of the local courthouse tx> obtain informa- 
tion concerning liability. 




j 
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UNIT: LAWS AND .REGULATIONS AFFFCTTNT. ACiaCUL-liRAL^USX^ggSES 



PROBLEM IV - What do I need to know about Federal, State and local 
regulations of agricultural businesses? 



Study Questions : , a 

1. What are local zoning laws, Gilding codes, fire regula- 
tions, and health laws governing local agricultural 
businesses. „ 

2. What are State agricultural and market laws in the areas 

of grading, standards, licensing and labeling which pertain 
to the farm supply business? Describe. 

3. What are State labor laws concerning wa^e and hours, 
working conditions, employment insurance, and disability 
insurance? Interpret each. 

4. What are. common State health and sanitation laws, motor 
vehiclePlaws , and conservation laws? Explain. 

5. What Federal hems and regulations are important to the 
agribusiness firm? Describe. 



6. How are lai^flfcategorized for agribusiness firms? 

References : 
1. 



3. 



Conclusion : To work for or manage a business firm it is important ¥ 
to be familiar with all laws and regulations governed by 
Federal, State and local government in the categories of 
commerce, fSod and drugs, and agricultural and marketing 
orders to avoid acts that may embarrass the business. 

i 





* 
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Evaluation: As a result of this lesson, students should: , 




1 

2 


. Have a knowledge of local zoning laws, building codes, fire ^ 
regulations, and health laws governing agricultural businesses. 

Have an under standing of agricultural markpfin? lauq in th& 

areas* of: grading, standards, license, and labeling of farm „ . 

supply businesses. 




3 


. Understand State labor laws concerning wage and .hours, 
working conditions, employment, and disability insurance. 




4 


Understand what federal laws and regulations are Important 1 
to the agri-business firm. 




5 


Should have a knowledge of common State health and sanitation o 
laws, motor vehicle laws, and conservation laws. 


\ 


Optional Learning Activities: 




1 


Invite a local agribusiness representative to discuss' those 
local, State, and Federal laws important, to his/her business. 40 • 




2 


Present court case studies of trials involving local, State 
or Federal law violations. 

m * 




3. 


Role play a trial concerning a violatiorT^f a lav of laws 

in this a^ea of study. 

> * * 




A. 


Have students select a law or regulation, research it and 
report to the instructor and to the class. 


<• 


5. 


Field trip fco the State legislature. * , 


> 


* • 


* 
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UNIT: LAWS AND REGULATIONS AFFECTING AGRICULTURAL BUSINESSES) 

Problem V - What do I need tp know about laws and regulations pertain- 
ing to pesticides? - » 

Study Questions : t - ! 

* -> 

1. Why is pesticide safety important in the agricultural supplies' 
■and services industry? 0 

2. What Federal, State anti lacal government agencies and laws are 
involved in the regulation of pesticide usage? 

0 .> " ■ 

3. What do I need to know about" laws and, regulations on handling 
pesticides? 

4. What do I need to know about laws and regulations on transport- 
, ing p.es tic ides? 

* 5. What do I need tp know abo-ut^ laws and 'regulations on storing 
pesticides? , ' -° 

O s ^ 

6. WtJt do I need to know about laws and* regulations on disposal 
^of pesticides? 

• 7. ' ' • - 



8. 



References : - 

» - — m 

* * 
1. -Agricultural Chemical Safety: A Guide to Safe handling of 
Pesticides. Vocational Education Product itfiF, California 
StaTe Polytechnic College, San Lu£s Obispo, California. 
* (Student's Handbook and Teacher's handbook) 



urn 



2. Agricultural Chemicals. 1972. -Ohio Agricultural Curricul 
Materials Service, Jhe Ohio State University, Columbus, Ohio. 

^ * % 

3. - Agricultural Chemicals-Herbicides: Lesson 4"-4Jerbicide Appli- 

cation Equipment. 1970. Agricultural Education Department , 
Virginia. Polytechnic Institute and State University, "Blacksburg 
Virginia. 

4. Applying Chemicals Correctly: A Guide for Applicators. USDA 
and US EPA. . 
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Instructional Materials: ' 



1, "Safe Use of Pesticides" Film. No. 6482. Produced by the USDA 
and the US Food and Drug Administration. Order through Motion 
Picture Service Office of Inofrmation, USDA, Washington, DC 
20250. * , • ^ — ' \ J 6 

2. LR-V-TM-JL, What is Labeling? • 



x , % • ♦ 3. .LR-V- TM- 2, What is a Label? > " . „ 

4. LR-V-ACT-3, Parts of the Label* . > ' - ' 

0 t — * •» 

. * 5. LR-V-INFO-4, Protect Yourself 

».»»•»„ « 

6. LR-V-INFO-5, When Will I Need Respiratory Protective Devices? 

7. " LR-V- INFO- 6, Respirators 

8. LR-V-INFO-7, Ca*e of' Respirators and Gas Masks 

9. LR-V-TM-£, Use Only as Directed! 

10. LR^V-TM-9, Before Selecting a Pesticide . 
. %> 
* 11. LR-V-INFO-10, Read&to Find Out 

t i ' ' . * 

12. LR-V-INFO-11, Before Applying a Pesticide- Find O^t ... 

4 ' 

13. LR-V-INFO-12, Mixing and Loa-ding Pesticides 

* v • • ■ . * - 

14* LR-V-INFO-13, How to Mix ^Chemicals Safely 
15. LR-V-TNFO-14, How to Apply Chemicals Safely 

a 

f . LR-V-INFO-15, After the Application of a Chemical 

17. LR-V->INF0-16, Wtien Transporting Pesticides . ' 



18. LR-V-INF0,-17»/*When- Storing Pesticides ... 

19. LR-V-LNFO-18, Disposal^ Empty Pesticide Containers 



( 

20. Lir-V-IXFO-19, The DO's of Pesticide Safety 



^W. LS-V-INF0-*20, The DON'T'.s of 'Pe/sticide 'Safety - - 
22. < LR-V- INFO, Important Pesticide Laws , 
'23. LR-V-TM-22, Important Pes-ticide Regulatory Agencies 

* \ M » 
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Interest Approach : Start class by having students list on paper 
several reasons why they feel pesticides and other- agricultural 
chemicals *re necessary for modern agriculture. Discuss^ 
students' reasons^and have students list their reasons on the 
blackboard . { • 



Learning Activities : . ^ 

1. Have students read Part I of the Student's Handbook (Reference 
1), Disctrss the' importance of pesticides, in conjunction with 
food quality, cost, crop losses, environment, Encouraga 
students to locate newspaper and magazine articles relating 

to pesticide laws and regulations throughout the study of 
this' problem area. Students could make a bulletin board 
featuring these articles, 

2. * Have a panel discussion on" personal safety in handling agricul- 
». . , tural chemicals. Possible panelists: an agricultural chemical 

dealer, county extension agpnt, farmer, first aid unit member, 
students, 'poison ^control -center employee, etc. Xfter the 
panel ftiiscussion, compile a list vith the students of what 
things a person should know* about pesticides and the laws and 
regulations which guide their usage. 



3. Collect some label^, facsimilies, etc. for sftidents to work 
witjj. View TM-1 and TM-2. Then have students identify: 

fijrom the label you have handed them the name of the manufacturer, 
the name of the pesticide (chemical and generic), the active 
ingredients, etc. Have students complete ACT-3 . 

4, - Invite a game warden or conservationist to' participate in a . 

.discission with^the class on case studies of pesticides harming 
the environment. Stress that one must be concerned with 
protecting oneself ^(INFO-A, INFO- 5, INTO-6, INFO- 7) as well as 
. the environment (TM-8). 

5, Use TM-9 to disc-uss pesticide selection. Discuss why it is 1 
important for an employee in agricultural supplies and services 

to be able to give advice and/or locate infom^ation on pesticides, 

6. Present the correct procedures ftfr mixing and loading pesticides 
(INFO-l^and INFO-13) . Have students go through simulation 
exercises of- mixing a pesticide (use flour or sawdust^ and 
w^ter). 



Divicfce class into small groupsi. Hav*e them discuss and make a 
list of factors they will identify prior to applying a chemi- 
cal (INFO-10, INFO-Jl, INFO-14, INF0-15) . 
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8. Disfcuss safety precautions and regulations i^n transporting 
pesticides (1NF0-16). Have student^ outline procedures for 
reporting and cleaning up spills in transporting pesticides, 
if newspaper and magazine articles on accidents involving 
pesticides in transit are available use these as case studies 

9. Issue pesticide label to each student. Have each student 
identify proper storage requirements from the label. (INFO- 
17) 

10. Take a fieLd trip -to a farm or agricultural chemical d*eaLer- 
ship and observe someone clean equipment and dispose of J 

1 containers »proper^/ . Use LNFO-18 to develop some questions 
for the field trip with the students. 

11. Use INFO-19 and 1NFO-20 to discuss the DO's and D0N ! T ! s 
of pesticide safety. 



Conclusion ; Have students prepare and present a 'debate or list 

the pros and cons of our present system of pesticide regulation, 
i'ou may want to summarize the agencies and laws involved (TM-21 
and TM-22) and point out .other, facts before students being: 
For example 

-it. requires about 10 years of research &nd about I million 
• doll^TS-^to get *a new pesticide ready for marketing. How 
dp^rs this affect pesticide usage? 




American farmers are 'feeding more than 200 million people. 

^-American farmers export $6,7 billion worth of food. 

-U.S. agriculture spends more than $3 billion annually'on 
pesticides. . * 

-Name some pesticides that have been banned in the U.S., * 

-Point out fines and sentences which are possible punishment * 
for misuse of pesticides 

-Many pesticides are 'petroleum products.* 

-At present biological pest control methods are subject to EPA 
regulations on registration, labeling etc . 
' i ? 

Evaluation : . As*a result of this lesson students 'should be abLe to: 

1. Recognize the importance of pesticide safety. 

\2 . Explain proper procedures in handling pesticides. 

. 3* Explain proper procedures in transporting pesticides. 
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'A. Explain proper procedures^in storing pesticides, 

5. Explain proper procedures in disposal of pesticid^.. 

6. Describe Federal, State and local laws and .regulatory 
agencies which are involved in regulation of pesticide 
usage, 

» 7. 



Optional Learning Activities : 

1. Encourage students to bring recent newspaper and magazine 
articles on environmental pollution to class.* 

2. Have students imagine" how it would feel to be responsible * 
for the death of a co-worker or customer as a result of 
negligence in handling agricultural chemicals. 

3. Introduce and show film on "Safe Use of pesticides". Discuses 
the film with students and relate the film to'lc^al situations, 

4. Provide an opportunity for the students to learn how to pu^rl ' 
on and adjust protective clothing and gear. 

\ ■ > f 

5. Have a student model an entire suit of pro^e^t^ve clothing 

in front of the .class.; As the studeat puts on (or takes off) 
each item, discuss with the class pertinent facts ^bout it. 
/ . 

6. Bring fascimilies, labels ahd containers from pesticides 

and have students practice reading labels. 

. * * « 

f 7. Have student? make a poster listing impc>rtant phone . numbers* 
to have anywhere where chemicals are used, e.g., closest 
POISON control center,' fire department, p'olice department, 
/ extension agent , hospital , ambulance, etc . * 

8. Have students role play ari accident involving pesticides and 
then have them $ist the proper procedure to follow, if an 
accident should happen. 9 > ' 

f 9. Have students go through ' training and obtain certification as 
^general applicators ajd. restricted use applicators if possible 
Have student$ send for training manual^'. 
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WHAT IS LABELING ? 




All information you receive abofit-ihe product 

r* — " v ' * - 

from the company or its agents 



LABELING INCLUDES: 

V * 

V ' <*5> 

- _ THE LABEL QN THE PRODUCT 

* 4 i 

\ 

, t \ 

« 

BROCHURES 
FLIERS 




INFORMATION HANDED OUT BY THE DEALER * 
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TO- 2 



WHAT IS A LABEL ? 



A LABEL IS: 

ALL-INFORMATION PRINTED ON OR 

r 

ATTACHED TO THE PESTICIDE CONTAINER 



TO THE MANUFACTURER - 



it is a License to sell 




4 



t 

TO THE GOVERNMENT -" ' • * 

■ , 

IT ISA MEANS TO CONTROL THE DISTRIBUTION, 
STORAGE, SALE. , USE, AND DISPOSAL OF THE PESTICIDES 



Yo THE USER- / 

IT IS T^HE MAIN SOURCE OF FACTS ON HOW TO USE 



THE (&ODUCT SAFELy/lEGALLV, AN^ EFFECTIVELY 

♦ 1 Q V -** 1 
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PARTS OF THE' LABEL . 1 * 

G P 

Identify* the following parts of the Isfbet from a chemical label. 



A. Brand Name 



B. Type of Formulation (e.g., liquids, wet table- powders, or dusts) 



C. Common Name 



D. Ingredient Statement_ 



E. Net Contents 



F. Name and Address of Manufacturer 



* it 

G. Registration and Establishment Numbers 



H. Signal Words and Symbols (e.g., danger, etc.) 



I. Precautionary Statement 



J. Statement of Practical Treatment ^ 



K.. Statement of Use -Classification # 



i 



L. Direction for Use 
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PROTECT YOURSELF 

t 

f j 
Wear protective clothing when handling agricultural chemicals. 

Make sure you fyave: " ^ . 

A. Body Covering (coverall or long sleeve shirt and \long 
legged trousers) 

B. Gloves (liquid^ proof neoprene type) 

* C. Hat; - wide brimmed, waterproof to protect theHpeck, eyes, 
mouth and face,. Without cloth or leather sweat bands. 

D. Boots' - wear unlined neoprene boots 

E. Care of clothing - wear clean clpthing daily 

I F. Respiratory- Protection Devices ? 

' 1. Chemical cartridge respirator 

. 1 2. Chemical canister respirator (gas mask) 

3. Supplies air 'respirator 

* 4. Self-contained breathing apparatus* 
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\ 



WHEN WILL I NEED RESPIRATORY PROTECTIVE DEVICES? 



When the label directs you to do so. 

When you* ar% to be exposed to a pesticide for a long time, 
When the pesticide you are to use is highly, toxic . 
When you are working in an enclosed area. 



Source: Applying Pesticides Correctly: *A Guide to Safe* 
• Handling of Pesticides. Vocational Education 

Production, California ,State Polytechnic University 




Svlf-vontaru'd breathing Appr "*itu > 




Cartridge Respirator 



\ v 
r/ 

O 4 v. 



■ 



V 
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RESPIRATORS 



Various types of respiratory protective devices: When and how 



are they used? 



\ • 



Chemical Cartridge Respirator 



t 



Used when exposed to intermittent concentrations' of a toxic 
pesticide. * 

Inhaled air comes through bofcfc a filter pad and. a cartridge 
made to absorb or remove harmful pesticide vapors, gases 
and particles. 



Chemical Canister Respirator (Gas 0 Mask) / 

Wear when being exposed to a continuous concentration of a. 
toxic pesticide. 0 

TheXCanister Respirator has ^longer-lasting absorbing 
material and filters than a Qar<fridge Respirator, and a 
better gas p(ask to -protect t^he face. However, neither 
will protect you when fumigation or the oxygen is low 
(example: as in a silo).* ^ 



Supplie4 Air Respirator 

Use when mixing or applying pesticides 




1 



Camste^Respirator 



.-when the oxygeb supply, is low; 

-when being exposed to high concentrations of highly 

toxic pesticides inclosed areas, as # in fumigation, 
-when work oan be done close to a supply of freShiair. 

Clean' air- is pumped through a hose to the .face mask. 



Self-contained Breathing Apparatus 

Wear when mixing .or applying pesticides. 1 

> i » y ' t 

Has supplied air or -oxygen and is carried on yojur tfack. This 
allows you to move freely and over a wider area than with the * 
Supplied Air Respirator. • • ^ 



37\ 
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m 

— -CARE- OF' RESPIRATORS AND GAS MASKS 



X - 

Keep these devices clean* Wash the face pieces (not the filter) 
with soap and, cfean water 'after each use. 0 

Fit the face piece to the face carefully so there is no leakage. 0 
Test it before using. Close off th'e'air supply with the palms of 
the hands and inhale. If it fits properly, tfie face piece will 
collapse against the face, and you cannot feel any air coming in 
around it, 

• \' 

w Change the filters £s often as recommended. Eight to ten hours 

(ff constant use^Ps maximum. Change the filter immediately if you 
* 

pesticide odor, 

Keep gas mask canisters in a dry. plac'e and do not- use them after- 

the expiration date. Mbisture tends to coagulate the protective 
chemicals in ^hem, so air through them is, restricted. Occasionally 
an old canister will look safe, y^e.t the metal has corroded away, 
leaving the paint as the only protection for the wearer against 
lethal pcjigons . 



Source; Agricultural Chemical Safety: A Guide to Safe Hanging , 
of Pesticrdes.^Vocatianal Education Production,. 
California State Polytechnic College, San Luis Obrspo, 
California. /(Students Handbook and. Teacher 1 s Handbook) 



# 
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USE DULY AS DIRECTED ! 



PESTICIDES CAN 

* e c e * 

, -injur^vor kill humans 




*!SE PESTICIDES r iA c ELY 



injure or kill plants and animals 



1 



-leave illegal and harmful residues 

*1 4 — v 

-upset ecological balance 





IT IS ILLEGAL TO USE PESTICIDES , 
EXCEPT AS DIRECTED ON THE LABEL 



ERIC 
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Y 

BEFORE SELECTING' A PESTICIDE.. 



IDENTIFY the pest correctly 



DETERMINE if the pest population 
warrants pesticide treatment 

KNOVV which pesticides will control 

: : ■ " } . • • j?^t question . . : 



:. / 



COMPARE alternatives 



* * ' •«« ?'» .S.. * V 
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WHEN PURCHASING A PESTICIDE READ TO FIND OUT 

j 



It ! s restriction on use . . • 
* * 

* If it is the correct chemical for the/problem t * > * 

If- it can' be used safely under your 'conditions 0tf? 

• •* * ,» , ' 

* f 

What environmental precautions ar # e needed \ 

A ' * * ' 

If ^formulation and amount of ingredients are right, for your- job 

If you* have the right equipment to apply it * 

If you have the right protective clothing and equipment 

* t 9 * 

How much pesticide you. need 



Source:^ Apply Pesticides Correctly: A Guide for Commercial * 
% Appliaators. U.S. D6pai;tmefrt of Agriculture afr?l U.S. 



Environmental Protection Agency. 




9 
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BEFORE APPLYING PESTICIDES FIND OUT 



The protective equipment needed to handle the pesticide. 

The specific warnings and first aid measures. 

What it can be mix^d with. 

How' to mix itr. 

How much to use. 

Safety measures 

When to apply to control pest and meet residue tolerances. 

How to apply. 

The rate of application. 

Specific instructions. 
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HOW TO MIX CHEMICALS SAFELY 



A latrge perftenf. of accidents occur whale adding the concentrates 
into the ^application equipment. The following procedure will give 
the worker maximum protection even with the most toxic materials if 
. followed religicfuSly . Al\ containers should be galvanized metal for 
safety unless .plastic or other containers are specified. Many of the 
toxic pesticidefi are very corrosive or ijeact with other chemicals, water 
, or some metals.J See the label precautions. 

Paint all Containers bright orange and label "Danger-Poison. 11 

* Step 1 * Selec 



which 



vital 
crop. 



the best pesticide for the job — the safest chemical 
tfill kill this particular pest on this particular 
'crop without danger -to the crop or the consumer. Get 
Tielp cn this from your County Agricultural Commissioner 
or~Cointy Extension Service if needed, and remember the 



importance of correct timing for harvesting a safe 



Step 2.;. Read the label on the pesticide container twice and take 
\ care cf all preliminary formula calculations, first aid 
* preparations and equipment and training preparations*. 

Step 3. . Calculate again ttfe amount of concentrate to be used for 
each load. 



Put on f^ill *pr^ective clothing .in^; the prescribed manner, 
n* original 



Step 4 

Step 5. Carefully open v orig 



concentrate container, 



Step 6. Pour concentrate into the measuring container. Touch 
the spout of the concen-trate container^ to the edge of 
the measuring container before you pour the liquid. 
Replace*' lid on concentrate container. 

Step 7. Carefully pour concentrate into sprayer. 

Step 8. Rinse measures. Return concentrates, empty c^jitainers , 
and clean measures to chemical storage room.* 

Step 9. Be sure "to lock storage room door. 

Be sure tot . 
f 

Always measure concentrates outside in the open air. 

Pour liquids carefully to prevent splashing: 
1 




^Oommefrclal neutralizing agents may be used when cleaning contaminated 
equip/lent. -( 
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r 



Remove tlje screen on the spray tank before adding the 
concentrate . 

^Slurry wettable powders .before adding to spray tank. 

Avoid incompatible or unknowfr mixtures £i chemicals. 
(Refer to a compatibility chart.) 



-j, 



\ 



Source: Agricultural Chemical^ Safety : A, Guide to Safe Handling' • 

of Pestiqides. Vocational Education Production, California 
State Polytechnic College, San .Luis Obispo, Calif orjiia. 
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Remove t^ie screen on the spray tank before adding the 
concentrate. 

^Slurry wettable powders .before adding to spray tank. 

Avoid incompatible or unknowir mixtures Si chemicals. 
(Refer to a compatibility chart.) 



.j 



i 



Source: Agricultural Chemical, Safety : A. Guide to Safe Handling' . 

of Pesticides. Vocational Education Production, California 
State Polytechnic College, San .Luis Obispo, California. 



rV 





) ' 



LR-V 



373 



INFO- 1.4 



how' to apply CHEMICALS SAFELY 



Have jour -equipment in good 
operating condition and properly 
calibrated, 

Make sure there is no leakage. 

Keep unnecessary or unauthorised 
persons out of the area. 

Do not apply the chemical if 
there is* danger of drift onto other 
areas. 

Avoid windy days for any 
spraying operatibns. Always spray \ 
or dust in the morning (or at 
night) to avoid "lifting, floating, 
or drifting effects." 

Fi^e miles per hour is maximum velocity for applying dusts. 
A larger droplet size will reduce drifj: hazard when spraying. 

Keep concentrates away from fire. Some are highly flammable. 
If they should Catch on fire, keep, out of the smoke. It may be as 
dangerous as the chemical j.tself>. 

Do not work alone with a hazardou\ chemical . 




.29pnr\at40psi 



Source: Agricultural Chemical Safety: A Guide to Safe Handling of 
Pesticides. Vocational Education Production, California 
State Polytechnic College, San Luis Obispo, California. 
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INFO-15 



AFTER APPLICATION OF A CHEMICAL 



Be 'Skeptical! 



Do not re-enter the area until \he chemical has become harmless. 

' ' / 
If there is danger of unauthorized 
persons entering the treated area, post the 
field with signs which will warn them of the 
danger. ^ 

„ When spraying is finished, the sprayv/ 
rig and* formulating a^Tea. should be'flushed^ 
or rinsed- thoroughly. Commerical neutraliz- 
ing ^ents may be of value. 

Lock up tfre concentrate. Post a. red 
warning sign on storage area which states ' 
n 0angfer-*Poisoh storage area— unauthorized 
persons keep out," * 

i * 

Keep .all unauthorized people] away from 
the "formulating* area, 0 




Be Smart! 



Squrce : 



Agricultural Chemical. Safety : A Guide to Saf e ^Handling 
of Pesticides. Vocational Education Production, 
California State Polytechnic College, San Luis 'Obispo , 
California. 
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INFO- 16 



WHEN TRANSPORTING PESTICIDES 
Carry in the back of a truck. 

Fasten down all containers to prevent breakage and spillagef 
Keep it away from food, feed and passengers. 
Keep- paper and cardboard packaged dry. 

If spilled in or from the vehicle, clean it up right away. 
Dp not leave unlocked pesticides unattended. 




LR-V 



376 



INFO-17 



WHEN STORING PESTICIDES 



ERIC, 



Store in a locked ancL posted 
place away- from children other 
untrained persons . v ^ 

Store in a place that is dry, 
cool and out of direct sunlight, 

' ' Provide enough insulation to 
keep chemicals from freezing or 
overheating, * 

The storage place should have: 



/ 



-fire resistant construction, including a cememt floor; 
-an exhaust, fan for ventilation; 
-good lighting; 

-a lock on the door ^t all times. 

Store away from where people and animals live. 

Store in 'original containers. 

Check containers often for < leaks and breaks. 

* * 

Keep up-to-date jLnventory of pesticides you have. 

Do not store near food, feed, seed or animals. ■ * 




f 
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INFO-18 



DISPOSAL OF EMPTY PESTICIDE CONTAINER 



No pesticide container is completely eirtpty. Even the small 
amount left in a can could "be fatal to a child. ' In many cases the 
fumes from 'open containers are toxic, especially on hot days. ■ 

To safely dispose of empty 
containers: Make sure the container 
is -as empty as you can fnake it; do * y 
not reuse pesticide containers; 
select a disposal area away from 
home, wells, streams, and live- 
- stock. Put a fence around the 
area and place signs on the fence- 
stating "DANGER— Poison Disposal 
^!?ea— All 1 unauthorized persons keep 
.out. 1 ' Break glass containers, 
punch holes or collapse metal ^ 

containers; bury at least threes feet deep (deeper in sandy soils). 
Burn all paper bags, keeping out of the smoke; it is poisonous also. 
(From USDA Agricultural Research Service Leaflet, "Safe Disposal of 
Empty Pesticide Containers and Surplus Pesticides/ 1 August 1964.) 




/ 
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Source: Agricultural Chemical Safety: A Guide to Safe Handlin 
of Pesticides. Vocational Education Production, 
California State Polytechnic College, San Luis Obispo, 
California. € * & 




.READ THE LABELM 
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GENERAL DO f S OF PESTICIDE SAFETY > 



DO avoid inhaling sprays and dus»tb. 
DO use proper protective' clothing. 
DO read the label each time you use 'the chemical. 

DO keep- pesticides out of the reach of children or uninformed persons. 

DO lock up pesticides and post warning* signs to keep unauthorized 

persons away.^ * 

PO store in original cjfhtainers. Never store in some common container 
such as a coke bottle or beverage can. / 

DO wash with soap and water after, application and change into c-lean 
clothing. , - 

DO cover food and -water when there is danger of th^iu^becoming 
contaminated by the chemical. m ^ 

DO dispo^of empty containers in the prescribed manner. * ' 

DO burn pesticide sacks and keep out of the smoke. 

DO, if you feel ill, see your doctor immediately. 

DO check with your doctor before you work with hazard^jxe' pesticides. ' 

DO follow first aid pr&c\dure immediately "if you spill' dangerous 

concentrate on your ski-n or clothihg. 

« 

DO instruct all workers on what chemical they are working with and the 
hazards -involved . GiVe each a 'reminder card of first aid musts. 

DO make sure each-worker understands you. % If necessary use the 
worker's language. * Repeat the instructions until the^worker 
thoroughly understands -you. 

DO keep concentratesV away from open flame. Many of them are highly 
inflammable. 4 % 

■4 

Use the right chemical in the right amount, on the right crop^at 

the right time. IF YOU ARE, EVER IN DOUBT* ABOUX ANYTHING ^PERTAINING 

- t 

TO AGRICULTURAL CHEMICAL SAFETY, SEE YOUR COUNTY AGRICULTURAL \ 
COMMISSIONER. HE, TOO, WANTS TO PREVENT AGRICULTURAL CHEMICAL 
OCCIDENTS. _x . 



Source: Agricultural Chemical Safety: A Guide to Saf ewHandling 
of Pesticides. Vocational Education Production. . 
California State Polytechnic* College , San Luis Obispo, \ 
California. k v j * ^ 
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GENERAL DON 1 TS 



ESTICIDE SAFETY 




\ 



D(J NOT , smoke or *eat when spraying or 
dusting. 

« 

DO* NOT- re-enter treated areas until ' 
the chemical has dissipated. x 

DO NOT allow workers /to\ work alone vikln 
using the more/toxic materials. 

s f * ' 

DO NOT mix chemirals' in an enclosed^roo^. 

DO NOT allow anyone tcNsleep , eat or 
lounge, in a room where toxic 
chemicals are stored. 



DO NOT permit; the delivery of pesticides . 
unless a responsible representative 
or employee is 'on hand to receive^, 
and properly store them. * 

DO NOT allow children to play in an , 
area where v toxic chemicals are 
stored, disposed of, or formulated* 



§ource: Agricultural Chemical Safety: A Guide to Saf6 Handling 
of Pesticides. Vocational Education Production, ' 
.California State Polytechnic College, San Luis Obispo, 
. California. 9 ' 

S 



9 

ERIC 



LR-V 



380 



INFO-21 



"IMPORTANT PESTICIDE LAWS 

1910 Insecticide Act — / . 

1938 Federal Food, Drug and Cosmetic Act 

19& • Miller Pesticide, Chemical Amendment to the 1338 Act. 

1972 Federal Insecticide , .Fungicide and Rodentici^e Act, as 
t Amended % FIFRA t ■> v 

-requires that all p£st^cide. uses must he f 
classified as either g'eneral or restricted'. 

. '-requires that certification of pesticide, 
applicators as competent to use any 
pesticides classified for. restricted use. 

-provides penalties (fines, and jail terms) - 
for people who do not obey the law. ' • t , 

•This law prohibits several things: 



You may NOT use a pesticide other than as the 
label or labeling directs except when special 

^ regulations allow you to use, it at a lower 

'rate than the label recommends* 

Yau may NOT dispose of any pesticide or its 
container except as the <Label or labeling 
* directs. • * 



> J 
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AGENCIES INVOLVED in 
PESTICIDE REGULATION 



EPA Environmental Protection Agency 

\ 

, » 1 

DOT Department of Transportation \ 

FDA ^ F6od and Drug Administration 

FAA Federal Aviation Administration 

USD A US Department of Agriculture 



OSHA Occupational Safety and 

Health Administration 




fa 

ii ""\.A - 



StajtS Departments of Agriculture 




|. county level agricultural 

commissions 
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